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Amazing price covers this fine duplicator and 
the following supplies as well: 4 Letter Size 
Stencils, 1 Superpad, 1/2 Ib. can of Black Ink, 
1 Ink Brush, 1 Bottle of Correction Fluid, 1 
Stylus, 1 Signature Plate and Dustproof Cover. 


An ideal machine for use with colored ink because you apply 
the ink from the outside of the cylinder directly onto the 
Superpad. This inexpensive Superpad consists of an ink pad 
attached to a metal coated backing which is impervious to 
ink. No ink touches the cylinder and the unit can be changed 
in a moment to one inked in a different color without the 
bother of cleaning the cylinder. 

Compact, all-metal construction, perfect registration and 
low cost are just a few of the features you'll like about the 
Model 24 Lettergraph. Thousands of satisfied users attest to 
its years of excellent performance. Shipping weight 19 Ibs. 


Higher quality Since 1903 


THE HEYER* CORPORATION, 


24 OR MORE COPIE 
per minute — ideal fc 


short runs —"‘bi 
machine" quality. 


OUTSIDE BRUSH 
INKED makes Mod 
24 ready for use in 
flash—no muss or fus 


CHANGEABLE 
SUPERPAI 
is @ boon to users ¢ 
colored inks. Easy t 
ink — easy to clean. 
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a It’s Magnetic recording! Easy to Play Back! 
a | The Mail-A-Voice" magnetic recorder With foot pedal and headband (included in 
: ' reproducet records on paper planks. $97.00 price) transcription is easy- Mail-A- 
. _ Records can be “erased + * * used over Voice is portable, Jightweieht durable 
: a and over OF stored for permanent file! ee excellent for home dictation! 
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_ Every salesman needs one! onl 
: = At amazing low-cost, entire sales Records Fold and Mail! Wri 
_ 7 organizations can use them. Easily Airmail them to your office for 4 nickel. 
¢ usable in auto with special Brush For personal use, Mail-A-Woiee modes 
4 Automobile ynverter- are available a§ low as $39.50! ' 
7 4 e e 1 . ”" 
. Send in this coupo™ today! =| ss ond hear te wide a 
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HANDLING + FROZ-N-FOOD LOCKERS +» CLOTHING LOCKERS 
Write today for complete information. + WARDROBE, STORAGE, AND COMBINATION CABINETS 
ckel. 
mode 
-"| 


NOT UST ONE 
.e++ OR TWO 


1 TRIM LINES 


2 LONG LIFE 


ALSO 2, 3, OR 
5-DRAWER SIZES 
We also manufacture 
a complete line of steel 
storage and wardrobe 
cabinets. Write today for 
full information. 


3 ECONOMY 


All-Steel Equipment Files 


They're backed by more than 35 years of broad 
engineering experience! They’re preferred the country 


A-S-E Steel Products for Many Uses 
over! It'll pay you, too, to check today on A-S-E Files 


STEEL OFFICE FURNITURE + ELECTRICAL OUTLET AND SWITCH 


BOXES + INDUSTRIAL EQUIPMENT FOR FASTER MATERIALS 
..the better line that assures lasting satisfaction. 


_ strong! Sturdy 6-post 


Torque plate reinforcement Drawer fronts are flanged Lasting, “y proof fe 
rame, rigid cross-bracing, under each drawer shelf. back and welded to bottom Hardware, beautifully de- 
full-opening drawers. Rigid frame construction! —providing extra strength! 


signed of genuine bronze. 
ALL-STEEL EQUIPMENT, INC. 


300 CLEVELAND AVENUE, AURORA, ILLINOIS 


October, 1947 
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TO MAKE A GOOD 
IMPRESSION 


Oldtown 


RIBBONS ¢ CARBONS 
DUPLICATING SUPPLIES 


© CARBON PAPERS 

© MASTER UNITS 

© INKED RIBBONS 

© CARBON RIBBONS 

© DUPLICATING SUPPLIES 
© CARBON ROLLS 

© DUPLICATING INK 


RIBBON & CARBON CO. Inc... 


Foremost makers of Ribbons and Carbons for Every Use 
750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y.— 


Sales and Service Everywhere 
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N EVA-CLOG Stapling Pliers and Staples offer many ways to 

Fasten Things Together” in offices, stores, shipping rooms, 
warehouses, manufacturing plants, greenhouses, Dry cleaning 
and Laundry establishments, assembly plants, Nurseries, bak- 
eries. You can fasten together paper, cardboard, soft wood, 
leather and textiles. Fasten any material that can be pene- 


trated with a sharp pointed wire. Portable, take the machine 
to the work. 


‘If you have a fastening problem out of the ordinary, write us for 
recommendations. 


The heading illustration and others on this page are from our latest 8 page 
consumer folder. Also are illustrated and described in this folder all of the 
Neva-Clog Machines and Staples—and their uses and applications. 


For you—these folders are available in reasonable quantities. Write us fully 
on your requirements. 


TY Exclusive FEATURES 


ul 3) NEVASLOG PRODUCTS, Inc. 


‘BRIDGEPORT, CONN. 
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THAT STAND FOR 


SYSTEMATIZED 


It’s time right now to make sure your office equipment and procedure are organized 
on the most efficient basis possible. Obsolete equipment, inefficient methods, time-consuming 
practices should be thrown out in preparation for that time, which we all know 
is not far off, when business men will once more have to learn to sell. 


means of record control. 


EQUIPMENT AND 


ae 


Ask your Art Metal dealer what he can do to improve the 
functioning of your office routine. He will gladly make recommenda- | 
tions based on his experience gained in hundreds of similar cases. 

ART METAL Desks, Files, Chairs, Cabinets and Counters 
make work easier and increase efficiency. POSTINDEX Visible 
Files for Sales, Purchasing, Production, Personnel, Costs. 
Payroll and other departments provide a fast, accurate 


WABASH Indexing Systems and filing supplies make 


efficient, easy to use record space of your office files. 


Call your Art Metal dealer today. 


Art Metal Construction Company, Jaméstown, NI. 


Recoermos 
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THIT cotorep PENCILS 


FO. B. 
tue 75 oa 


ew EVER YOUR OFFICE WINDOWS ARE OPEN, whenever your merchan- 
dise is checked in or out on open platforms, there’s a good chance for rain or 
snow to “mess up” your records and cause costly errors. Whenever hands perspire, 
the check marks or notations made in color on office papers will smudge and smear 
unless the rizht colored pencil is used. 

THE RIGHT COLORED PENCIL IS EAGLE VERITHIN. All of its 30 brilliant 
colors are mace from insoluble pigments . . . proof against every kind of water damage. 
VERITHIN’S VERY STRONG COLORED LEAD takes a perfect point in any 
sharpener every time. By a patented process, its lead is interwoven with binding 
filaments that make it so tough and flexible that it will not twist out, crumble or break 
even in a dull sharpener; and VERITHIN’S lead is so durable that it will make over 
4,000 check marks from one point before it needs resharpening ! 

You'll find that VERITHIN pays for itself in extra strength, extra smoothness and 
extra wear—plus the “insurance” of insoluble pigments to protect your records. 


30 Rich 


Colors 


734 White 
734!/2 Light Grey 
735 Canary Yellow 
735'/2 Lemon Yellow 
736 Yellow Ochre 
736'/2 Orange Ochre 
737 Orange 
737'/> Sea Green 
738 Green 
738!/> Light Green 
739 Dark Green 
739'/> Olive Green 
*740 Ultramarine 
740'/2 Sky Blue 
*741 Indigo Blue 
741'/> Azure Blue 
742 Violet 
742'/2 Lavender 
743 Pink 
743'/2 Rose 
744 Scarlet Red 
745 Carmine Red 
745'/2 Terra Cotta 
746 Sienna Brown 
746'/2 Tuscan Red 


*747 Black 


747'/2 Dark Grey 
748 Redand Blue 


EAGLE PENCIL COMPANY 


Send for free sample. Write us on 
. *750 Vermilion 


your business letterhead naming your *753 Silver 
pencil supplier, and we will send you 703 East 13th Street J *754 Gold 


a test sample of the VERITHIN 
pencil in any 1 color listed at right. 


New York City 


eae a j e 
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home or in your office. 


A patented feature available only to 
Invincible users because only the IN- 
VINCIBLE line of metal filing cabinets 
has them! It offers guaranteed security 
for your valuables and papers in your 


For full details on INVINCIBLE, write File Headquarters . . . Invincible Metal Furniture Co., Manitowoc, Wis. 


AlLineo =~ 
Filing Equipm 
with Outstand. 

Features 


Available in 2, 3 and 4 drawe 
models, with or without the exely. 
sive Invincible Concealed Safe Uni: 
(See below.) 


A selection of four beautiful eye 
appealing finishes: olive green, 
grained walnut, grained mahogan 
and the new Modernaire gray. 


Filing of letters is faster, neater and 
more efficient with INVINCIBLE’ 
new Positive Locking Compressor. 
Positions easily, locks firmly, release; 
with a finger touch, slides smoothly, 


All three heights come in standard 
letter and legal sizes. All fittings 
are metal. Cradle-type drawer su. 
pension has super strength for max. 
imum drawer load. 


EXCLUSIVE! INVINCIBLE’S Concealed 
Safe Unit . . . Combination Loc 
equipped . . . asbestos fire protec- 
tion . . . armor plate door... ful 
height hinge . . . three point loc. 


October, 197 
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Yntroducing . s 


“TYPE—LITER « 


The new practical and — 
efficient fluorescent 
TYPEWRITER LAMP 
adaptable for ANY 
Standard typewriter 


$1 2 ust 


a 


Available at your Dealer 
or write us direct. 


Here is a new light on the horizon— 
“TYPE-LITER"—which is a must in 
every office. “TYPE-LITER" brings the 
light directly over the machine and the 
soft fluorescent rays increase office effi- 
ciency. You have a choice of two 
colors (mahogany and walnut) in the 
beautiful plastic shade made of 
Lumarith Plastic. Order NOW! 


* Patented 


EXCLUSIVE FEATURES ¢ 
_ @ Can be mounted on any @ Lumarith plastic a pro- 


‘ typewriter in a few min- duct of Celanese Corp. 
‘, of America 


@ 8 Watt Fluorescent lamp 
@ A. C. Current 


@ Easy swivel adjustments @ D.C. Available (No Ex- 
‘ ; tra Charge) 

@ Beautiful modern design wi 
plastic shade in hr @ Wttealy bend 
any or walnut colors @ Instant Starting Switch 


@ All chrome fittings 


a 


ACME LITE PRODUCTS CO. 


350 East 182nd St#. New York 57, N. Y. 
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THE LATEST IN MODERN DESIGN 


\. THE MURPHY CHAIR is the most beautiful and com 
\._ fortable utility chair on the market. It is the only chair 

» with “double-drop arms” available to dealers. This 

A new “drop arms” feature is designed for both the 


\. smart home and the modern office. Two or more 
» 


. of these chairs offer unlimited combinations, 


The non-warping, strong frames of all 
MURPHY chairs are constructed of 
Northern Kiln Dried Hardwoods. 
No-sag springs. Expertly tai- 
lored and upholstered. Avail- | 

able in leather or fine fab- 

rics. Popular colors, | 


Mh beret 
Designed exclusively for the artist. A profitable, 


fast-moving item. Finished in NATURAL— WALNUT 
MAPLE— MAHOGANY. 


27 in. High—18% in. Wide—20 in. Deep. 


DPraurreg. Bonrde— 


These fine quality boards are made of carefully selected solid Basswood. 


This new chair is styled § 
to meet the demands of the © 
great mass buying market. 


Request your name be placed on our | 

active mailing list and you will receive an 

illustrated, decorative booklet showing our 
complete line of home and office furniture. 


Reduced to approximately 52% moisture content to prevent warpage. 
Available with or without sealing or lacquer in all popular school sizes. 


a 


WParsovcan Kurnrrure Co. hye 
Urine ‘oS Sheboygan. Wisconsit 
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EVERY MODERN FILING NEED listec 


in new catalog. Ask for your copy. 


AMBERG FILE & INDEX COMPANY 


1602 DUANE BLVD. KANKAKEE, ILL. 
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i at the VWIS_A —_ | 
COMFRONT 


THE NEW ANGLE IN CHAIR COMFORT 


With COMFRONT, New Indiana Chair "“COMFRONT—The New Angle in Cha 
Company introduces a revolutionary de- Comfort" improves accepted chair desig 
velopment in office chair comfort, priced standards... and incorporates a new slay 
no higher than conventional designs. In- on greater comfort and better posture 
stead of the abruptly vertical front rail on promotes higher working efficiency . . | 
ordinary office chairs, COMFRONT rails reduces the wearing office fatigue of 
are scientifically sloped for positive com- modern business routine . . . bolsters 
fort. ployee morale. 


No. 14I1 No. 1100 
Besides all the standard comfort features, COMFRONT gives you these three 
additional advantages: 

1. Better posture . .. easier! The gentle COMFRONT front rail slope 
follows the calf contour of the leg . . . coaxes the legs to be at ease in their 
correct natural position squarely on the floor. 


2. Eliminates rubbing, sharp edge! The COMFRONT contour-curve mfront 
removes annoying chafing discomfort against the legs. Encourages full use 

of the back-support without leg strain. as 
3. Nocreases...no snags! The smooth COMFRONT undercurve protects TRE WRN BNRLE WN 
clothing and hosiery . . . keeps trousers and skirts from bunching up under TANATOMIRT: 
the knees. 


NEW INDIANA CHAIR COMPANY 


MANUFACTURERS OF OFFICE AND SCHOOL CHAI 


+ Jasper, Indiana © 1947 


Member W ‘Institute 
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“Oh, 1 could name a million jobs “This tape is also excellent 


That Texcel does’ says Tex, For posters on the wall, 
“for instance, edging samyle books For reinforcing looseleaf holes, 
Or mending tears in checks.” For labels, large or small.” 


“THE TEXCEL ‘STICKUM WILL NOT SLIP, 
IT'S BONDED ON TO STAY, 

SO TELEPHONE YOUR ORDER FOR 

SOME TEXCEL TAPE TODAY/” 


“tt seals your bulky envelopes, 
Your packages and such; 

It saves you fuss with glue and strings 

And sticks with just a touch.” 


Texcel Ta DC site's Toten 


INDUSTRIAL TAPE CORPORATION + NEW BRUNSWICK, N. J. 
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“TEXCEL” REG. U. S. PAT. OFF, 
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The VISECO ACT/ON  __ 


DESK TRAY 


PATENT PENDING 


THE 
TRAY 
THAT 
HANDS 
YOU 
YOUR 
PAPERS! 


Just reach in, press lightly on the 
action lifter and the papers actually 
pop up right into your outstretched 
fingers! No more scratching around 
in the bottom of the tray for that last, 
elusive sheet— you get them ALL AT 
ONE TIME with the VISECO Tray. 


OUTGOING: “Hands” your gil “out- VISECO alse gives you these 
y =” additional features: 


@ Heavy metal construction — will last a lifetime. 


@ Nothing to get out of order about the action lifter. 


protect your desk or table top. 


@ Beautiful, modern, durable grey enamel finish. 


* INCOMING: @ Stacks rigidly with unique, heavy half-round metal 


Hands posts. 
you your 


“incoming” © Can be stacked with trays reversed so that your gitl 
papers at © can also have the advantage of its action feature whes 
this end. removing papers from “outgoing” tray — see illustration 


"4 at right. 


See it at your dealer’s — try it yourself. It is the only tray 
that gives you action as well as good looks. Priced no higher 
than ordinary trays. 


THE VICTOR SAFE & EQUIPMENT CO. INC. eB 


North Tonawanda New York 
OFFICE MANAGEMENT AND EQUIPMENT October, 19) 


@ Real, resilient rubber feet to discourage sliding and 0} | 
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UTILITY TABLES by 


DORAN MANUFACTURING CO. 


IMMEDIATE DELIVERY 


THEY'RE NEW—STRONG—AND HAVE PERFECT LEVEL BALANCE 


With modern engineering devices and precision made dies we have created and 
mastered a new method of adding triple strength to a sturdy all steel frame con- 
struction. All edges are rolled away into a perfect !/2" tube roll making these tables 
completely snagproof and vibration proof. 


<_ No. 1001 


completely assembled. 
TOP—Heavy gauge steel 


arm supports. 


No. 1003 
THE ALL PURPOSE STAND: 


Built for attractiveness and rugged lasting service. 
Snagproof and clatterproof to give added worker com- 
fort. Correct height assures efficient performance. 
Especially designed for beauty, comfort and all 
around service. 


Precision built of finest materials. Adds smartness to 
any office. 

TOP—Heavy gauge steel, 17 x 28" 

CASTERS—Easy rolling, large bakelite or steel. 

FINISH—Walnut, gray hammerloid. 


SHIPPING—Packed one to a carton, knocked down. Easily 
assembled. F.O.B. factory. 


GUS SOLOMON AND ASSOCIATES 


DESIGNERS OF OFFICE EQUIPMENT 
5071 Broadway 
Phone SUnnyside 7800 


17 x 17" closed, 17 x 35" open 
DROP LEAFS—Two, ? x 17" with automatic drop leaf 


Created, designed, developed and sold exclusively by 


NOTE THESE FEATURES: 
For everlasting rigidity this table is 


CASTERS—Easy rolling, large bakelite or steel. 
FINISH—Walnut, Gray Hammerloid. 


SHIPPING—Packed one to a carton completely set 
up f.o.b. factory. 


Chicago 40, Ill. 


— 
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the 
OFFICE 


own 
magazine 


latest bibliography of the NATIONAL OFFICE MANAGE- 
T ASSOCIATION lists and indexes articles published during 
the|\past year which are considered of the most importance to 
members. It is significant that MORE articles are listed from 
OFFICE MANAGEMENT & EQUIPMENT than from any other 
publication. 


OFFICE MANAGEMENT & EQUIPMENT is unique in its editorial 
concept: in its exclusive devotion to the needs of office manage- 


This Is What One of Our Readers 
Has to Say About O.M.E. 


“I am well impressed by the way you people are handling 
Office Management And Equipment. The section ‘What’s 
Available Now’ seems to be an innovation. I hope it is 
the beginning of a series that will cover the field and 
keep it covered....It isn’t loaded with advertising propo- 
ganda but with clear and concise facts and information 
regarding equipment”. 

New York—August 15. 
Letter on file in our general offices. 


GEYER PUBLICATIONS 


260 FIFTH AVENUE NEW YORK 1, N.Y, 


EXECUTIVE'S 


Also publishers of GEYER'S TOPICS, THE GIFT AND ART BUYER, SPORTS AGE and Trade Directories 


look tor these 
Qutstanding 
Features 


in the 
NOVEMBER 


Issue 


Systems Diplomacy 


By Donald Peddie and K. N. 
Cervin, Minneapolis-Moline 
Power Implement Co. 


How approach a large sys- 
tems project? 


Highligts of the 
Office Week Forums 


Gathered from the addresses 
of management leaders at the 
National Business Show. 


Office Overhead 
Must Come Down 


By P. H. Littlefield 
Vice-president-treasurer 


Canada Dry Ginger Ale, Inc. 
Effective method of attack on 
a vital problem. 


Condensing 
Personnel Records 
By Robert A. Latimer 


How Food Fair Stores chain 
made drastic improvement in 
record efficiency. 


Laying Out an 
Empire State Floor 
By Kenneth H.. Ripnen 


Kenneth H. Ripnen Co., Inc. 
Coordination of previously 
dispersed offices into an effec- 
tive unit. 


Every Issue of 
OME Brings You 


many idea-packed features on 
varied phases of office man- 
agement, based on the actual 
experience of America’s lead- 
ing offices. 


OFFICE MANAGEMENT AND EQUIPMENT 
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NOW YOU CAN PICK THE WINNER 


Competitive selling is here again. That's 
good news for Purchasing Agents. And 
Webster, too, welcomes a market where 
quality counts in the long run. 


For picking the winner in the carbon 
paper field, for example, means choosing 
Webster’s Micrometric. It’s the only carbon 
paper with the scaled edge that makes even 
spacing on letters and reports automatically 
easier and faster. 


Building quality and value into every 


product of the Webster line keeps us out 
in front every time. When you buy with 
an eye for top performance, remember that 
the Webster line includes carbon papers 
and typewriter ribbons, both cotton and 
silk; duplicating carbon papers and acces- 
sories; ribbons and carbons for Elliott- 
Fisher, Addressing, and International 
Business Machines. Write to F. S. Webster 
Company, 9 Amherst Street, Cambridge 42, 
Massachusetts —- or contact our warehouse 
in any one of the cities below. 


Better buy... 


WEBSTER’S 


Micrometric Carbon Papers and Typewriter Ribbons 


Warehouses in: New York « Philadelphia « Pittsburgh + Detroit * Chicago * San Francisco * Cambridge 
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IT LIES 


lat 


Standard Punchi g—Fits all Comp conveni storage 
regular post bind. r sheets. — no protruding posts. 
Instant, easy she t changes Full protection — nothing to 


sheet body may be separated mar or scratch desk. 

at any point, both sections Compression binding—punch- 
being held in alignment by ings are never mutilated. 
sheet holding bars. 


New SILVER STRIPE 


BINDER 


This good-looking binder is one of many new models in the great 
MASTER-CRAFT line of modern loose-leaf products. There are 
MASTER-CRAFT Binders in many sizes and styles, to meet 
practically every business need. 


MASTER-CRAFT Loose-Leaf Equipment is handled by leading 
office supply dealers in practically all cities. Look for the 
MASTER-CRAFT trademark on your dealer’s window. It’s the 
sign of a progressive dealer who can help you save labor and cut 
costs in your office, by using the newest and best of loose-leaf 
products. 


MASTER-CRAFT ‘=. 


It’s Efficient! It's Handsome: 
IT’S CREATED BY MASTER-CRAFT 


OFFICE MANAGEMENT AND EQUIPMENT 
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“WT he Height of Comfort Desk 
iT 


CREATED BY SHAW-WALKER 


¥ ‘ 


3 
> 


Measure 
Your Desk 


SHAW-W ALKER’S 


New Low Desk 


The very first time you sit down at this desk you'll be amazed at 
the difference this 29-inch height makes. It isn’t a slight differ- 
ence. It’s an enormous difference! You will sail through your 
business day, alert, and at ease . . . turning out more work than 


Created by Shaw-Walker and first introduced in 1938, the 
29-inch natural working height was nationalized as standard in 
1941. The New Low Desk, another first by Shaw-Walker, is only a 
one of the many time-savers and space-savers pictured, described gue» 7 CT 


and priced in the Shaw-Walker OFFICE GUIDE. >. . tite 


GHAW-WALKER 


MUSKEGON, MICHIGAN 


NEW LOW DESK, LUXURY MODEL 


LARGEST EXCLUSIVE MAKERS OF OFFICE FURNITURE AND FILING EQUIPMENT IN THE WORLD 
ie dilate a Set aM ta AAI fc Ma PAB OES LE ASIST it tie NE PN AEN EN 
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Lippered Ring Binder 


This is the line which has won for Feldco its reputation 
and leadership. Available in either black or brown 
beaver-grain imitation leather with booster metal and 
end sheets. Immediate delivery. 

PACKED 36 PER CARTON 


Sheet size: 11 x 84—10% x 8—9'%2 x 6—8Br x 5% 


New Canvas Binder 


The new sensation in the canvas binder field, featuring 
beauty, utility and individuality. Calf-grain Vinyl-Tex 
back, gold stamped with school or company name in lots 

' of 96 or more. Available in either blue or green with 
booster metal and end sheets. 


PACKED 48 PER CARTON © 
Sheet size: 11 x 84%—10% x 8—9'% x 6—8% x 5% 


Standard Blue Slate 


Sales-proved the Nation over. C 
Bound in extra heavy board 
for greater value to consumer. anvds 
All sizes. 
PACKED 48 PER CARTON 
Sheet size: 11 x 8%—10% x 8—9% x 6—8% x 5S’ 


Levant Grain Ring 
shevensariee Binder 


PACKED 48 PER CARTON 


Sheet size: 11 x 8%—10% x 8B—9'%2 x 6—8% x 5% 


Also Post Binders, Newspaper Files and Looseleaf Specialties of all 
types. Order from Your Jobber or Write direct today. 


FELDCO Loose Leaf CORP. ‘cies sis 


406 poset MAIN ST., LOS ANGELES + PHONE MICHIGAN 2646 
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As the name implies, Silk Spun carbon paper 
offers a limited number of discriminating 
executives and operators a product of uncom- 
promising standards that long has been rec- 


ognized for producing the greatest possible . 


number of clear, clean, brilliant copies. These 
fine examples of precision workmanship are 
made by the exclusive “M &V” Duplex Proc- 
ess that literally forces the rich ink mixture 


through every fibre of the tough, though 
extremely light weight paper. They provide 
a far greater intensity of copy yet economi- 
cally insure a more gradual weardown. All 
Silk Spun ribbons continue to be made of 
the finest quality genuine pure silk fabric 
produced. They insure accurate work of un- 
excelled neatness and uniformity even under 
the most exacting machine conditions. 


Now available in Ultra Modern *‘Curl-Less’”’ 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 


FINE CARBON PAPERS & INKED RIBBONS - 
October, 1947 


PRIDE IN SKILLED CRAFTSMANSHIP 


PARK RIDGE, NEW JERSEY 
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SOFTONE FINISH—A NEW DESK 
COLOR 


2. DIAGONAL SKID BASE (Patent Ap- 
plied for) 


3. 29" HEIGHT 
4. LOCK ON ONE DRAWER 
5. SMARTLY STYLED DRAWER PULLS 


6. ROUNDED EDGES WITH SET BACK 
BASE 


7. DESIGNED BY HENRY P. GLASS 
OUTSTANDING INDUSTRIAL STYLIST 
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2 
| _- ANEW STYLE THEME IN COMMERCIAL DESKS 
: | /4, 


COMPLETELY NEW IN COLOR 


* 
« 
* 
* 
At last .. . a really new commercial desk makes its appear- * 
ance. The Flow Desk is startlingly different—yet practical 
in every detail. !t is a COMMERCIAL DESK designed to 
inaugurate a new desk era. SOFTONE FINISH is en- ¥ 
dorsed by Faber Birren, one of America's foremost color 
stylists. SOFTONE FINISH is easy on the eyes—it also + 
harmonizes with every other color in the office. 

sd 


COMPLETELY NEW IN DESIGN 


The Flow Desk is as revolutionary in design as in finish. a 
Every detail is excitingly different. Note the diagonal 

base for more foot freedom: the 29" Height: lock on . ” 
upper right hand drawer: all rounded edges with set- es 

back base and new smartly styled drawer pulls. ; 


intiana desk co. Wi. 
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PROVIDES COOLING COMFORT WITHOUT THE ANNOYANCE 


Designers and Manufacturers of Cooling and Ventilating Equipment 


KISCO COMPANY, Inc. 


39th and Chouteau Aves. St. Louis 10, Mo. THE “WHIRLAWAY" 


) pel 
ou te Right: 


- - - So Smooth in Appearance 
and Operation ... So Far Ahead 
in Producing Cool Comfort That 
Kisco Circulair is FIRST CHOICE 


There are 5 Good Reasons Why KISCO 
CIRCULAIR Is "Successor to the Fan" 


ORIGINAL —First to utilize modern principle of circulating Cool Floor-Level Air 
Throughout entire room. 


PERFORMANCE Fa; more Effective than ordinary fans—yet no unpleasant Drafts 
or Blasts. More than 20 years of Practical Engineering is built into the Kisco CIR- 
CULAIR. 

PRICE REPRESENTS VALUE —Strongly constructed of steel. No parts to break 
—insures long life—no expensive repair bills—Fully Guaranteed by Manufacturer— 
Approved by Underwriters. 

ATTRACTIVELY STYLED —seautiful Finish and Graceful Lines harmonize and 


blend with furnishings in any room of the home or the office. 


YEAR-ROUND SERVICE —will Effectively recirculate Warm Air and Dissipate 
Smoke Fumes and Cooking Odors in Winter. 


) 


CIRCULAIR 
TD  Ssesser tettle Fan" 


... 1S The Most Effective Air Recirculator Ever Built! ; 
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IN THE -7oveftont OF 
AMERICA’S BUSY FUTURE 


The striking beauty, the distinctive styling of the Browne-Morse 
“Modern American” Steel Desk enhance the appearance of any , 
office. Its streamlined unified construction gives it the ability to take \ 
hard wear and abuse. 


The “Modern American” adds to the efficiency of any office. Drawers 
respond to the slightest pull ... open and close smoothly and 
silently. Complete interchangeability of drawers gives you the con 
, venience of an arrangement that fits your needs. 


It's no wonder that modern executives who are really interested in 
office efficiency are saying: ‘’Here’s the desk for me.” 


A quick glance at the colorful ges 
of the new “Modern American” bulle- 
tin will show you the many advan- 
tages this distinctive desk has for you. 
A free copy will be sent you upon 
request. Write today. 


Browne-Mlorse 


Architects of Efficiency for America’s Office 
MUSKEGON MICHIGAN 


MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 38 YEARS 
sber, 167 | Ottober, 1947 OFFICE MANAGEMENT AND EQUIPMENT 33 
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Reduce youre filing 


and finding costs—use 


Guide. O.fobler 


THE HANGING FOLDER WITH 
ADJUSTABLE METAL TAB 


ATCH your file clerks for a few minutes today. 

Observe how they have to pull and tug everytime 
they file or find a letter. That takes time and effort. 
That costs you real money. 


By way of comparison, ask your dealer to install Guide- 
O-folders in one of your file drawers. Instead of tug- 
ging at the dead weight of folders and contents scraping 
the bottom of the drawer, watch Guide-O-folders glide 
along on the steel frame. THEY HANG. Easily taken 
out for reference, they drop right into place when 
returned. 


Each Guide-O-folder comes with an adjustable metal tab 
slanted for maximum visibility. These tabs fasten 
positively into any filing position quickly, but are easily 
shifted to any other filing position, if required. 


Your dealer will be glad to demonstrate Guide-O-folders 
to you. Give him a ring today. 


Quide-O.tiay 


A quick reference filing and finding 
steel unit for the deep drawer of 
all standard desks. 


Ideal for keeping important and 
vital data at finger tips, instantly 
available and instantly replaced. 
The unit consists of a metal tray 
and 25 Guide-O-folders complete 
with adjustable metal tabs and an 
assortment of inserts for tab head- 
ings. 


GUIDE SYSTEM & SUPPLY CO. 


(*Patent Pending) 


IT HANGS 


Guide. O.fol: 


The top slides back and forth to open and close 
much like the familiar roll top desk. 

Comes equipped with 25 Guide-O-folders com- 
plete with adjustable metal tabs and an assort- 
ment of inserts for tab headings. 

Pictured is the desk unit with rubber feet to 
protect your desk. Also furnished on a desk-h 
metal stand on rollers. 


335 CANAL ST. © NEW YORK 13 KI 
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Between September 28th and October 2nd_ the 
National Stationer’s Association . . . the men who 
really know office furniture and equipment . . . held 
a national convention at the Stevens Hotel in 
Chicago. 

Maybe you'll feel that we're over-confident but we 
think our “3000” line of modern functional office 


furniture will prove to be “the hit of the show.” 


é MACE Ei SS ETS 


.. featuring Zuality as always! 


Executive, secretarial and typewriter desks, work 
tables, files, telephone stands, and even waste 
baskets, are included in this sleek new line with the 
revolutionary design. Now you can COMPLETELY 
furnish your office in the modern manner, with 
Corry-Jamestown’s “3000” Line. Write for illus- 


trated literature and name of your nearest dealer. 


THE "3,000" EXECUTIVE DESK 


Effortless drawer action, Corraleum 
non-glare top, recessed front for secre- 
tarial leg room, plus new pontoon base 
design all add up to the perfect execu- 
tive desk. Finished in Corry Grey. 


SfeelZ 


4 


CORRY-JAMESTOWN MANUFACTURING CORPORATION, CORRY, PENNSYLVANIA 
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SOLD BY DEALERS EXCLUSIVELY 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE « CHICAGO 
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No. chien sane ARM CHAIR 


Upholstered in beautifully tailored Vinyl coated 
leather cloth or pile mohair . . . green, 

brown or maroon. Finished in brown, green and 
gray baked enamels. Grained 

walnut and mahogany slightly higher. 


SPECIFICATIONS 

Seat height, 1714 in.; 

seat width, 19 in.; seat depth, 1714 in. Height of back 
from seat, 17 in.; width of back, 19 in. 

Distance between arms, 20 in. Shipping weight, 30 lbs. 


No. a SIDE CHAIR 


Upholstered in same fine 
fabrics with same hard baked 
enamel finishes as listed 
under 491, 


SPECIFICATIONS 

Seat height, 1714 in.; 

seat width, 1614 in.; 

seat depth, 16 in. Height of back 
from seat, 16°in.; 

width of back, 17 in. 

Shipping weight, 22 Ibs. 


REG. U.S. PAT. OFF. 


METAL CHAIRS 


No. X70—ARTILITY POSTURE CHAIR 


Has all features that make for efficient, 
comfortable sitting. Saddled seat— 

no sliding forward, no pressure behind 
knees. Back rest curved to follow 

body contours, swiveled to follow working 
motions. Upholstered in long-wearing 
Vinyl coated fabric, brown or green. 
Finished in Olive Green, Gray, Plain Walnut or Mahogany. 


SPECIFICATIONS 

Seat height, 1614 in. to 20 in.; width of seat, 16 in.; 

depth of seat, 12 in. Height of back, 5 in.; width of back, 14 in. 
Casters 15% in. dia. Shipping weight, 27 lbs. 


ARTILITY METAL PRODUCTS, INC. 
Dept.M — Elkhart, Indiana 


PRICED SURPRISINGLY LOW, these three’ models herald the Please send full information on new Artility Metal 


l 

| 

I I 

y | 

| 

return of the complete Artility line . . . quality comfort | Chairs. | 

chairs nationally known for their fine appearance and long | NAME | 

serviceability. Investigate Artility today—the market’s best 1 

-_ 2 ADDRESS. \ 

uy in comfortable metal chairs. 1 \ 

| city STATE. i 

ARTILITY METAL PRODUCTS, INC., ELKHART, INDIANA . ements de on tn np an ten en aire ail 
, 1947 OFFICE MANAGEMENT AND EQUIPMENT 37 


= 4 MR i I eee ee 
| 
j 
y 
- t . 
; ig ean 
~~ 
; | = 
| = SS A — S 
He 
| O” 
| F 
TODAY FOR ¢ 0 | 
NO PLE inna 
9 
DRLOS 
NEST 
| 
aa: z a i a ae = 20 ee =. 


As Simple to Operate 
as A, B, C, 


A. Insert address-plate 
B. Insert envelope 
C. Strike printing-head 
. . . that's alll 


y a 


LIGHT! PORTABLE! 


Mini-Mailer embodies a 
printing-head, preci- 
sioned by the world’s 
largest manufacturer of 
adressing machines, and 
housed in a light-weight 
aluminum base. Total 
weight, 5 pounds. 


MINI-MAILER .. . 


38 


INTRODUCING THE 


pone 


An Addressing Machine 
Designed for simple operation 
at a sensible price 


wy 
Mini-Mailer offers an addressing machine 
using the time-tested principle of metal 
type printing through a ribbon: a perfect, 
clear, bright impression every time. Metal 
address-plates last for years. Mini-Mailer 
prints on envelopes, post-cards, invoices, 
letterheads, shipping tags, labels, notices, 
linen, statements, etc. Adjustable guides, 
to guarantee perfect registration, can be 
set in a jiffy! 
A registered two-year written guarantee is 
included with each machine. For prompt 
service, you merely send your machine and 
35c¢ (to handle return mailing charges) 
direct to Mini-Mailer. We take care of 
everything! 


Mini-Mailer gives complete service on ad- 
dress plates. You receive comprehensive 
instructions with your Mini-Mailer. 


IMPORTANT DETAILS 


Impression is made through a ribbon print- 
ing from metal address-plates. Address- 
plates print up to 18 spaces per line, and as 
mary as 4 lines. Total cost per plate to 
customer, 6c each. 


For information on the nearest dealer 


write direct to 


1103 Lee Highway, Rosslyn, Virginia 


OFFICE MANAGEMENT AND EQUIPMENT October, IS 


The Most Revolutionary Change In 
40 Years of Addressing. History! 


Look to Mini-Mailer for more revolutions’ | 
additions to the dealer line in the near futur’ 


a 
: S ; 
5 ‘a oo yt a f 
- af poe S 
— ,. = iii ae 
-f a 4 oo ste 
: 4 : ae a o eta” 4 cab 
— q D — ™/~ ae ¥ 
- Zi — i ae con 
[ RETAILS FOR ste 
— --° 8 ‘ 
_ ‘ $ . ‘ 
_ =. = 
4 | = ) ~ 
i _ jj 2s 
“= | _Beaniong by ae | 
. rs 3,,.~!" 3 
_—— Pe Fe New, 
o% ff ge rg Sats 
a Ba oT A, ey See a Old by 
sz EO oo bE heigg, 
_ Macy, Meme 
— Ae 
a ; P| pe steel, 
a ——————— ~ mes 
. 7 pe 
- SC pe 
a = 
_— 4 
a = — ea... ie a 


STEEL STORAGE CABINETS 


No. 349L 


BA sturdily constructed cabinet of heavy gauge 
steel. Will keep your office supplies and 
printed matter clean and orderly. As a storage 
cabinet for hand tools, or even liquor, will pay 
for itself over and over again by preventing 
pilferage. Doors are thoroughly reinforced and 


are equipped with a two-way locking device 


controlled by a paracentric lock. Two adjustable 


steel shelves. Olive green baked enamel finish. 
Size: 37/2" high, 30” wide, 18/2” deep 


$4500 


STEEL STORAGE CABINETS 


3712” high, 30” wide, 18” deep 
Q 3498. A sturdily constructed cabinet of heavy gauge 
on Designed for many uses. Will keep your office sup- 


catalogues and printed matter neat and orderly. 


slutiona’y the appearance of your office. Many use the Illustrated above 
me’ % & book case. Two adjustable shelves. Olive green 3 No. 3498S cabinets 
ar future: se kk et we ww $27.50 used as book cases 


ail CUTS OR PHOTOGRAPHS OF ABOVE ITEMS AVAILABLE ON REQUEST 
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COLE “AIR FLO” 


only hardened steel 
* precision bearings used 


® 


The only cabinet having 
Air Flo drawers... 


The only cabinet having | 
a suspension cradle within 
a suspension cradle... 


%* For use with standard vertical folders r 
or hanging folders No. 1002. Desk height, letter size, 26% 


CUTS OR PHOTOGRAPHS OF ABOVE ITEMS AVAILABLE ON REQUEST 
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PRwork organizer and a pull drawer letter file combined, 
"Prich will keep private papers really private. Available with 
igid and secure winged shelves for working convenience. 


ppper compartment with lift cover for current records and 
isible data. Lower filing drawer for other records plus a 


LETTER SIZE Wide 
Upper Section ag 
File drawer 12%, 
Utility drawer 2,” 
Overall height 

LEGAL SIZE Wide 
Upper section 16” 
File drawer 15% 
Utility drawer 15% 
Overall height 


4 


LETTER SIZE No. 858 LEGAL SIZE 


, n6yitog*270 $49.95 


m= TEEL 


Anr Ae 


x 


SPECIFICATIONS 


CUTS OR PHOTOGRAPHS OF ABOVE ITEMS AVAILABLE ON REQUEST 


WITH TWO SWINGING 
SIDE SHELVES 


No. 856 
LETTER SIZE 


$51.20 


No. 860 
LEGAL SIZE 


$58.45 


utility drawer set into the base. Made of heavy gauge fur- 
niture steel. Equipped with spring compressor, ball bearing 
rollers and four swivel casters. Bright smooth cadmium fin- 
ished hardware. Guide rod operates in a depressed groove 


for eyeleted guide operations. 


No. 855 LETTER SIZE No. 859 LEGAL SIZE 


$46.95 $54.20 
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COLE STEEL SECURITY BOXES 


A ie x 7%" 
Green Crinkle fi 


“_ $goo 


Greer Crinkle finish. 


COLE DELUXE 


CARD CABINETS 
can be 

built up 

into multi-units 

with bases 


LILILILIL 
Liciejeie 
LiL 


LILIL 


L Ut 


10 Drawer Unit 6DrawerUnit 8 Drawer Unit 
with base with base with base 
card size card size card size 

3x5 


3x5 3x5 
$41.50 $28.90 $35.20 


¢ 


ONE DRAWER UNITS TWO DRAWER UNITS 
No. C335 — 3x5 — $3.60 No. C3352 — 3x5 — $6.30 
Card ‘ Olive Card Olive 
No. Size Capacity eight Width Depth Green No. Size Capacity Height Width Depth Green 
C335 3x5 1500cards 5%” 6%” 16” $3.60 C3352 3x5 3000cards 5%” 123%” 16” $6.30 
C346 «4x6 «1500 “ 6%” 7%,” 16” 4.20 C3462 4x6 3000 “ 6%” W416” 16” 7.20 
C358 «5x8 1500 “ 7%” 9%” 16” 5.40 C3582 5x8 3000 “ 7%” 18%” 16” 9.60 
C369 6x9 1500 * 8%” 10%” 16” 8.40 C3692 6x9 3000 “ 8%” 20%” 16” 12.00 


CUTS OR PHOTOGRAPHS OF ABOVE ITEMS AVAILABLE ON REQUEST 
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Way up North. On the St. Lawrence. In Ogdensburg, N. Y. That's a pretty 
big jump to make, but we think it’s a jump up. 


See what we have here: 


26 acres of land 
71,000 square feet of floor space 
Our own railroad siding 
Our own river dock 
A home owners’ town of happy labor 


The constant growth in demand for ACCO products made such a niove as 
this necessary sooner or later, and we are fortunate in being able to make 
it now. It enables us to consolidate all our manufacturing operations under 
one roof, including facilities for production of the Accoway Blueprint Filing 
System. It provides ample room for current increased production as well as 
future growth. It means that you can now expect better service along with 
the superior quality of Acco products you have always known. 


ACCO FASTENERS . ACCOBIND FOLDERS a ACCO PRESS BINDERS 
ACCOFLEX BINDERS e ACCO PAPER CLIPS # ACCO CLAMPS e ACCO FLATS 
ACCO PUNCHES e ACCO STENOPAL 


Sales Office: Chamber of Commerce Bldg., Long Island City |, N. Y. 


PRODUCTS, Ine. 


OFFICE MANAGEMENT AND EQUIPMENT 


Riverside Drive 
OGDENSBURG, N. Y. 
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by OFFICE FURNITURE 


In addition to its convenience, the beauty of the Cardinal 
set enhances any office, lends that sought-after touch of 


distinction. 


For the discriminating executive who will accept nothing but 
the best—these practical, luxurious, sectional pieces were 


designed for lasting satisfaction. 


All frames are seasoned hard wood. They are double 
dowelled and securely corner blocked. The filling is com- 
posed of ginned moss and excellent quality felt. Double 
coned springs are used and these are hand-tied and knotted 
with 6-ply twine. Our webbing construction in our larger 
suites is either placed not more than one inch apart and ES. OS cis ce 
triple tacked, or is Sengs new Cable-Eze web foundation. No. 109 1 
A complete assortment of Blanchard Bros. top grain and 

machine buff leathers are available at all times. We also 


stock Goodall plastic material. Please contact us for samples. 


5631 West Madison Street 
CHICAGO 44, ILLINO! 
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Here’s the index that can take it! NoTear Index 
—a Boorum & Pease original. For ring and price books, 


Strong muslin strips on the binding side, so sheets can- 
not wear or tear out at holes. NoTear Indexes come in 
4 types: Alphabetical with celluloid tabs; alphabetical 
with leather tabs; leather-tab monthly; leather-tab daily. 


This line also available without 
NoTear feature. Numbers § 12/21; 
$ 10/21; $8/21. Immediate de- 
livery on these numbers. 


NoTear Insertable Index— 
a companion unit in the famous 
NoTear group. Muslin NoTear 
strip and insertable celluloid tabs 


Memo Book Indexes with 
leather tabs. Gold numerals 
or letters. In 3 forms: Alphabet- 
ical; monthly; daily. Side and 
end opening. 


; = 
1 ake a aaa 


Ledger & Post-Binder Indexes. In 3 forms: 
Alphabetical—gold letters on black leather; 
gold on red leather; double bank with black 
letters on celluloid. Linen reinforcing strips. 


Visible Index. Double bank form. Alpha- 
betical — black letters on celluloid. Note cellu- 
loid reinforcement at top and bottom—and FOR EVERY RECORD . . . A WAY TO KEEP IT 


linen equalizers. GENERAL OFFICES: 84 HUDSON AVE., 
BROOKLYN 1, N. ¥. ¢ BOSTON 10:29 OTISST. 
ST. LOUIS 2: 115 SO. 8TH ST. e CHICAGO 7: 
537 8. WELLS ST. e NEW YORK CITY 
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SPIRIT 


DUPLICATING 


RAN | 


ATING 


; Use 

' Codo Duplicating Fluid 
and 

’ Hand Cleansing Cream 
| for superior results. 


~—-Codo- MANUFACTURING CORP 


| 529 South Franklin St, Chicago7 = = 270 
aa _ Factory: Coraopolis, Pa. 
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Copying 
Drawing 


THe 
PORFLCIT 
PENCUL 


x MARS % JS STAEDTER 


Fane oe 


¥ 


—S.STALDILER ANC. 9 


2 BS.55 Worth Sty ae 
uN EW YORK... 


ee ae 


OFFICE MANAGEMENT AND EQUIPMENT 47 


<< aa a 2 Ree as Be 3 Ke bead i aie 
4 
ae ERNE ae RS i i ke FEN we ce naa de - ‘ : TNE 
" cp > Bs ie - ¢ : . ; = - + : ‘ , My 7 : é Pad ou ace i , 
‘ ae et eek? . 4 . 1 ate gs ’ Be : oe : 
- s oe Seo. . a A ao ts ge 
, ‘ ae ; : } : ; ae ee ; 
‘ de . Cee ra : ; PE se E Sp cs or L ‘ 4 
—— “Tyg ;: Py ek py Sine . a . 3 : <= a 
iad > F Big eae ie, Pe ce eae gt as < ool te : a 
i eet =O Sig o emnae ts r : i Sth Bate eS. “4 q % Be Ss 
7 oe ea 
Bec j f * oe: eg ae 
at: ; " , lk aa Se : g 
bi ee aa 
in TP Ae eee ‘ A i 
log 7, —— i ne a r “AS 
— pe } } a4 ; 2 es, 7 ett ; . Pe 
, : ce 4 : bh: 
: Pee P 
* , ane ; 
' ’ : Aa 
a » 
$ Jia \ 4 
« ” 
rar. #4 , 
na AA ? aa 
he : 1S ye” - ss ‘ i 
ee 2 ya es 3 ; ; 
* tL j & - ee eo - : J t a 
P me 4 Wiha re ‘Said Fi ts ' 
a . Bs ir iz 4 7 a 
S Be a 
: x , ae ies : Te “ . : 
ay $4 . ai ao 2 . ms > 
a se at cat < ke B 
i s ; g Fe _— as i 
en - £ a ~~ em, ae 
# : 4 Kae ; os “_ = ae \\ Reis. a 
~ A > - A ‘dee 
aE Pin BAGH, “eg “ A De a pare 
) ene ¥ P ; : ” Be 4 a 
a ‘ F ‘ , Za pa 7 ; AG i? iua-_ 
Rae Me as 3 7 “y fe oe a oe a : 
ree Ae. : } : “a (aaa i ‘ a = i Ome ae : 
| aa = ~ Ae ill 
; + 4 t - ® me i) = ae % ill 
* } ‘ . P aS 2 i a f 
: . a i — r 
i “< ; is oan +4..- — y 
: . /~ ae ie : ‘a a ee 
" x ie *4 i oe wv | — = “ 
a ge | - Te a. | 
=? Aa _ ae er 
ane , «* ot ga é 
beg 3 7 ee a es 
a uw “e 7 ee 
> -— : Pi sé 
ae he ee he. he ; 
bis “lle - 4@ a : 
r vie oe el ? : 
j : war fo a 
) Z a By es er ae. 
PN i Es. f 
: 4 es, ‘ai all ‘ 3 
er Sie ] 
_— we oa, =, i 4 
~ ge 
, 7a me it vr : my be 2 
i dees a ; wa T Se ‘6 : 3 
yney t ee . Bar "ay H ey : 
+ , ee i a “uit 24 ’ | 
Y iB . " a eo me . ‘ | 
e ‘ + _ ee - : 
SS om , es ag 
; ’ 4 ‘ i 3 4-3 2 ; a SH oF Pi ? 
=. — ; 8 . a 
eS a ; x ae ae) 
an es a SE ny: See ul ee ee 
gins head seca: 2 ienaaen a eee 
a pie er F eaten mesa ne 
MK ¥ es 
- - #e We ae a 
ich a R* 
torr inst Rae See Me ee a ee) 
: 3 i oe E . . - 
F ie eee ee. . 
ff: tn OS ak oes i os ~ s : : 
$ > e ‘<3 SES 3 r¢ ee Ay oe ‘ j iM 
wat we ‘ i ye Fs 7 a oat yw? . ; — SE & at 
; r — ; 3g ee e: Me : . <. 
7 
. 4 e Kae: * 
, ‘ ae . 7 
; ao = . oy vy 
: a ak * at ; 14 Cd 
a ‘re Ave ; i 
. Be ; 
ca : > 
- 2 an - » ; z f 
= ia : ae oa €3 “ 4 < ‘ > Me Fa ; 
a - SS as Macs ae Aga on a se es RS ere at 
r ae eo ee & Ms Pua,” ao Pi ashe 38 - Res . ~ 4 * . et m 
Sige oe 7 : .: r+ “4h ’ - ingilel 
— ges ee Re ae ie wee age ieee? use 
ae im — a 
ei oe me a a ie a4 i ne ae ada Piet eee OO Ripe hea ee re ee 


T TO FINISH 


SECTIONAL POST Bi 
ENDLOCK—STYLE CMJ. Binding 
Extra Heavy Blue State Canvas, tei 
leather Corners; black Duco meu! 
parts; piano hinge; end cops ¢ 
highly nickel plated steel. 


4 Federbush Winners! 


From the smallest pocket memo fo your master 


ledger, Federbush products have the 


SECTIONAL POST BINDER 


TOPLOCK—STYLE FRB. Binding: 
Full Black Imitation Leather, blind 
tooled; seasoned, heavy binder 
board with rounded corners; end 
caps of high nickel plated steel. 


qualities of champions .. . finest materials 
... careful workmanship ... attention 
to utility. Immediately available 


from stock. Packed 2 to a box. 


SECTIONAL POST BINDER 


TOPLOCK—STYLE FR. Binding: 
Fine Grade Biuve Slate Canvas, Red 
leather Corners; medium weight 


binder board with rounded corners; When It Comes to 
end caps of highly nickel plated 
steel. Binders — Come 
SECTIONAL POST BINDER to Binder Headquarters 
KNOBLOCK—STYLE PEM. Bind- 
ing: Full Black Levant Grain Imita- ... or Write for 
tion Leather; stainless steel metal 
rims; metal parts black Japanned; Our Complete 
piano hinge; end caps of highly 
nickel promt steel. Catalog. 
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Executive 


Confidence... 


f The man and the things with which he surrounds 


himself, combine to create the feeling of confi- 
im dence and respect which are the vital elements 
; fin executive success. “Y and E” Style-Master 
Samm Steel Office Suites in Neutra-Tone Gray stimulate 


. 


® on atmosphere of confidence in your office. 
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nplete SFND FOR THE "Y AND E” 


we 4coLor Brocuure “Color « Design © Junction” 
h YAWMAN AND ERBE MFG. CO., 1045 Jay Street, Rochester 3,N. Y. | 


The Franchise That Means Quality Merchandise 
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GENERALS 


CARBO-WELD PENCIL 


t . es 


TRADE MARK 


GENERAL PENCIL COMPANY 


67-73 FLEET STREET-->-JERSEY CITY 6, N. J. 


MAT ERA OF. FLARE PERC EES. SIN CE 
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<o YEARS OF PROGRESS 
25 YEARS OF SUCCESSFUL SERVICE 


To a Satisfied Clientele! 


@ To make a good product is any man’s business. To make 
something out of the same materials . . . so much better 
than any other man is indeed an art. And from the time it 
is planned, through every step of its making and then on 
threugh to completion . . . sincere VALUE must dominate. 


This is necessary for ultimate success. 


@ Thus is a well made product honestly presented so that 
there gleams forth through every contact it has with the 
ultimate buyer sincere value. At no place in the program 


must anything be sacrificed . . . It cannot be. 


Continuously then, we strive to improve the quality and 


comfort in every JASPER CHAIR. 


‘Jasper Chair’ 


JASPER, INDIANA 


Wy 


REPRESENTATIVES: James S. Fowls, (Southern) SS * ieee ) 
Geo. A. Litchfield, Sales Mer. } gh hing Florida’ Seattle, Wash. woot 
SeOCE SUH TURE 
8 9 Fred D. h (South ) W. H. Brown, (Chicago-Midwest) R. J. Freeman, (Eastern) — 
3525S Southwestern Blvd. 6708 Glenwood Ave., Chicago 26 383 Madison Ave. 
Dallas 5S, Texas (Phone ROgers Park 3644) New York, N. Y. 
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Announcing sie 


an innovation in drafting table design 


A new table with the pivot position moved forward. Ease of tilt position and ease 
of height adjustment are predominating features. Knob adjustment now standard 


in all models. All sizes are availabe with or without attached parallel ruling 


straightedge with transparent edges. 


In addition to this table, our regular straight upright table has been improved. 
Tubular tilt adjustment and knob control for height adjustment are standard 


throughout. 


Complementary items are: the new straightedge counter-balance, the well-known 
Mobile, Ideal, and Regal all plastic straightedges, and our new Regal two-color 


plastic T-Square. They represent the foremost in modern drafting equipment. 


Literature on all these products is available on request. 


ENGINEERING MANUFACTURING COMPANY 


319 NORTH COMMERCE STREET o SHEBOYGAN, WISCONSIN 


Where FINE Drafting Equipment Predominates! 
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OFFICE A 


THAT CAN “TAKE IT!" 


EXTRA HEAVY STEEL CONSTRUCTION 


Designed for the "busy" office. The extra strength and 
quality of these office appliances means longer, more 


SECRETARIAL 
CABINETS 


Designed for the 
girl “Friday”. Most 
features of the Ex- 
ecutive cabinets. 


THE PERFECT 
FILE FOR BUSY 
EXECUTIVES 


EXECUTIVE CABINETS 


Has 25 Pendaflex folders (A to Z 
tab inserts). Rubber wheel cast- 
ers for easy moving. Made of 24 
gauge steel. Available with or 
without lock. Hammerloid fin- 
ish. Colors: green, walnut and 
gray. 


- — _ May be used singly or 


5 
pa 


§ 


Mi CEXECUTIVE 
DESK TRAYS 


tiered in stacks. Each 
mM tray fits over the 
é other. 22 gauge steel. 


No sharp edges. Avail- 

| able in letter or legal 
size. Green, walnut 
and gray colors. 


economical service over the years. 


“HI-VERT” SORTING FILES 


A perfect desk organizer — effi- 
cient and flexible. Extra sec- 
tions can be added quickly — at 
low cost. 22 gauge steel. No 
sharp edges. Baked enamel fin- 
ish. Available in green, walnut 
and gray. 


STEEL 
UTILITY TABLE 


Suitable for office, 
store, workshop or 
home use. Heavy 16 
gauge steel legs. 
Large rubber casters. 
Baked enamel finish. 
Colors: green, brown 
or white shelves with 
red, black, green or 
white legs. 


PLEASE NOTE 


If you are unable to obtain these high 
quality office appliances from your 
dealer, write us direct for complete 
catalog and price list. 


DELUXE WASTE BASKETS 


Styled for beauty. Rounded 
rubber-bumpered corners and 
rolled edges. 24 gauge steel in 


g ] | finish. Welded 
panel construction and welded 
rubber tipped feet on bottom. 
Available in green, walnut and 
gray. 


Top tray 
easily con- 
vertible for 
many uses. 


A DIVISION OF BLACKSTONE MANUFACTURING CO., INC, 
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STEEL-PARTS MANUFACTURING CO. 


| 222 SOUTH MORGAN STREET + CHICAGO 7, ILLINOI 
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a you'll be mighty happy with this handier, 
easier-to-use staple remover. -You can really get a grip on 
it—and it never tears the papers, even in the thickest files. 


| 


j/ Staple Remover 
No. 150-5“ 


Staple Remover No. 150-5” is just one item in the 
famous BERNARD line of stationery tools. The trade 
knows “BERNARD means faithful quality”. Send for 
complete catalog. 


g 
Faithful ¢ Quality Since 1870 


aly | 
WM. SCHOLLHORN COMPANY - 


3010 Chapel Street, New Haven 9, Connecticut 


—— 


In business as in other affairs the trend is to- 
ward simple, straightforward and time-tested 


methods. Cesco Visible Records meet the ac- 
counting needs of today and tomorrow for both 
large and small businesses with these enduring 
values: 


1. SIMPLICITY—complete freedom from 
gadgety mechanisms and highly special sup- 
plies. 

2. SPEED—maximum visibility, legibility 
and ease of posting. No “up-hill” nor back- 
handed writing positions to slow up the 
work. 


3. SECURITY—a misplaced or lost record 
leaves a conspicuous gap in the sequence of 
records. 


4. FLEXIBILITY—the same basic system 
fits all business needs. Expands or com- 
presses if, when, and as needed to meet 
changing conditions. 
Whether you are launching a new business or 
are stepping up the efficiency of a going con- 
cern it will pay you to investigate Cesco Visible 
Record Equipment and Business Systems. Write 
for Catalog “G.” 


THE C. E. SHEPPARD C0. 


4409 Twenty-First St. Long Island City 1, N.Y. 
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* Becowsé Ticonderoga 
is such a sturdy pencil. 
uniform and well - 
balanced, the sharpener 
doesn't whittk it away. 
\t takes only a. Seco 
fo sharpen the emooth, 
black Ticonderoga leads 
and, then they re ready 
for fast easy action. 
You'll find it economical 
to kéEp ‘On the point! 


wit 


DIXON 


Joseph Dixon Crucible Co., ‘Dept. 87-410, Jersey City 3, N. J. 


October, 1947 


Ltconderoga, 
The famous pencil with . 
green and yellow plastips” 
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YELLOW BOX 
TIME SAVERS 


for 
Efficient Workers 


‘Every item in the OAKVILLE 


Yellow’ Box line is a time saver 
. . . designed to do its specific 
job superlatively well. For in- 
stance: every Yellow Box paper 
clip has burr-free ends. Won't 
tear valuable papers. Attaches 
easily, quickly. Full length wire 
with large gripping area holds 
papers more securely. 


Attention to such details increases 
worker efficiency . . . saves 
valuable time in thousands of 
busy offices. 


Yellow Boz ¢¢e Purchasing 


a broad line of Yellow Box items at one time from 
one source is also efficient. One order .. . one 
invoice reduces handling costs. There’s a full count of 
usable time savers in every Friendly Yellow Box of 
pins, fasteners, clips, thumbtacks, staples and other 


related items by OAKVILLE. 


oo CG @ 


OAKVILLE COMPANY 
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ORKVILLE COMPANY DIVISION 
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Scovill Manufacturing Company 
Waterbury 86, Connecticut 


im CANADA: Brown Bros., LTD., TORONTO 2 
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A. Devaney, Inc., N. Y. 
The desk—fountain-head of office efficiency. 


The All-Important Desk 


% A LARGER proportion of the population every year goes 
in for desk work, as offices multiply and expand. According 
to the Wood Office Furniture Institute, there are about 5,000,- 
000 clerical workers in the United States, in addition to several 
million professional and other workers who spend part of 
their time at desks. From the office point of view, the desk 
is the most important single item of equipment—an indis- 
pensable tool of production and control. Yet in great numbers 
of offices surprisingly little attention is paid to maintaining 
or enhancing the efficiency of the desk. 

Into the building of the modern office desk go the results of 
long years of experiment and experience and a high degree 
of design and engineering skill, yet comparatively few of the 
users put all of the advantages of their desks to work for them. 
Not every desk user is blessed with the ability to organize his 
or her materials efficiently, and there is too little supervision 
of the uses to which the occupant of a desk puts it. 

Last month in this magazine, in “Engineering Approach to 
Office Management,” Warren S. Nicol, management consul- 
tant, advocated inspection of desks and files, perhaps along 
the old army lines of inspection of barracks and quarters. 
More than that, Mr. Nicol feels that every desk should have 
its own manual of procedure so that the desk need not stand 
idle when its occupant is absent for any extended period. 

The office desk, fountain-head of office efficiency, must itself 


_be made more efficient. 
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rchids tor Our 
ice Manager / 


Jones: But this is quite a surprise, girls. Whatever 
in the world. ..? 


Gloria: Because we’re positively thrilled with our 
new desks and chairs. And you get the credit! 


lib: But definitely! Real, rich-looking wood furni- 
ture like the bdss’s. No ‘‘caste system’’ for our 
office, eh Jonesy? 


Jones: Ahem! Now girls... 

Gloria: No kidding. We’re tickled pink with the 
new equipment. Now that’s what J call ‘‘employee 
relations. ’’ 

lib: The office really looks modern. And wood is 
nice to work with. Now I will get those cost reports 
out for you on time, I promise! 

Jones: I’ll believe that when I see them! 

Gloria: But, gee, Jonesy, we were kind of surprised. 


Because you have been yelling about how expenses 
were going up on everything. 


Y] od OFFICE FURNITURE Jnustituce 


OFFICE MANAGEMENT AND EQUIPMENT 


Jones: Don’t think this new furniture is extrava- 
gance. Why, my dears, we bought those old desks 
you girls were using 20 years ago. They’ve done 
double duty. Wood lasts for years! 


Lib: But that lovely, rich-looking walnut. 


Jones: 90d office furniture isn’t a bit more expen- 
sive. And the boss is as pleased with the way the 
place looks as you are. 


Gloria: You should get an orchid from the ‘‘ Board’’, 
too. 


Jones: But what will I do even with this one? 


Lib: Give it to Mrs. J. Haven’t you heard about 
good wife-relations, too? 


For better employee and customer relations 
modernize with wood office furniture for 
everybody! 


See your dealer now. 


America’s progressive manufacturers of com- 
mercial desks and chairs . . . cooperating in 
product improvement .. . in the interest of 
greater office comfort, beauty, morale. 


Their symbol is your guarantee of satisfaction! 


October, 14 
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Revlon Junior Terminaton Board in session—left to right, Miss Frances Curry, 
Wilirid McLaughlin, Robert Hoffman 
Revion’s Job Security Program 
By Grace Buckley 

% AWARENESS of security on the job is today progressive program of job security for both ex- 

recognized as one of the primary human urges. ecutives and employees. 

Its satisfaction contributes immeasurably to the “Unless a man knows where he stands from day 

interest and efficient performance of individuals to day, and unless his fear of the unknown is re- 
- . 
3 at work. moved, he cannot properly concentrate on his 
e To meet this basic need, Joseph Revson, general job,” says Mr. Revson. “An employee who does 

manager and one of the owners of the Revlon not have a feeling of jo) permanency, works un- 

Products Corporation, New York, nationally- der a distinct psychological handicap and cannot 
’ known manufacturer of cosmetics, introduced a give his employer his best.” (Turn to next page) 
e 
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TO: DATE: 


ie a newly hired employee under your supervision. Before he 
Te certified on our permanent list it ie important that you answer the following questions and forward 
them to the Personne) Department within 3 days after date. Failure to return thie report will be con- 
Gidered that the employee is tisfa "y and should be removed from the payroll summarily. 


Does this employee pick up new work quickly? 


Does this employee show hy about the vork? 
Does this employee seem accurate and efficient? 


Does this employ 1 sugge: 2 
Does thie employee accept supervision readily? 


. Does this employee observe company rules, 
@.g. punctuality, rest periods, etc.? 


- Does thie employee do a full day's work? 
Does thie employee get along well with fellow associates? 


Does this employee measure up to the standards you feel 
are necessary on thie job? 


Do you wish to mks thie employee a permanent member of 
your staff? 
no 


EMPLOYEE MERIT APPRAISAL 
REVLON PRODUCTS CORPORATION 
Deter 


————————— 
ne ee 
a 
I sss scat rT) Aaministrative 
Ffove wnat you th | Dept. Head'e 


t 
Cite specific 


|Supex visor 


person's © Comments. 


paracter istics 


Reaity to Len 
How quickly dove be: 


2 
Dependedit sey 2 
@. 18 bis attendance \Tatenesses 


er? | 
— stick to his Period 


“oes he tun out an 
‘oe wor 
(Staregart quality) 


qty of work 
Ie the work neat end 
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be hold up bis end 


TWO FORMS USED AT REVLON 
Two forms used by Revlon Products Corp. in the operation 
of the job security plan described. 
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In order to carry out his credo of job security, 
Mr. Revson did two things: First, he set out to 
hire a man with a personnel and industrial rela- 
tions background to administer this program. His 
selection fell on Walter V. Ronner, who, as Mr. 
Revson puts it, “has a practical and realistic ap- 
proach in personnel relations —with a strong 
tinge of idealism.” Secondly, he appointed Mr. 
Ronner as director of personnel and gave him the 
green light. 

Value already apparent 


The new job security plan is already demon- 


strating its worth in the headquarters office at 
145 Fifth Avenue, where there are approximately 
2715 office employees, and in the company’s five 
branches, each with sizeable office personnel. As- 
surance of job permanency, except under speci- 
fied conditions, eases tension and eliminates anx- 
iety, resulting in greater productivity and more 
satisfactory work. One of the most valuable by- 
products of the program is in the restoring to 
permanent status through probation and analysis 
of individual problems of employees whose per- 
formance has so slipped that it would otherwise 
necessitate dismissal. 

Employees were made thoroughly acquainted 
with the plan and the security it affords through 
a series of educational conferences. One of its 
basic provisions is a three-month trial period for 
all newly-hired executive and supervisory per- 
sonnel. During this interval, precautions are 
taken to make certain that the new executive or 
supervisor is able to adjust satisfactorily to the 
new community of workers, before any further 
considerable investment in time and training is 
made. Rank and file personnels are given a one- 
month trial. During this initial period the new 


employee may be discharged for any reason what- 
ever. 


Personnel counselor confers with 
employee at Revlon Products Corp. 


October, 1947 


If this period is completed satisfactorily, the 
individual is certified as a “permanent” employee 
and so notified. Thereafter, under the job secur- 
ity program, he may be separated from employ- 
ment only for certain basic reasons and pursuant 
to a specified procedure. 

Reasons for discharge are: 1. Dishonesty (ex- 
tremely rare, this cause for dismissal permits 
summary dismissal). 2. Inability to meet the 
standard of performance required for the job, or 
lack of cooperation. 3. Financial conditions, 
which force a department or division to curtail 
its staff. 


Guaranteeing security 


The procedure employed is inherently the ap- 
paratus which guarantees security. In the first 
place, all discharges, regardless of the reason, 
must be approved by a termination board. Juris- 
diction relative to executive and supervisors is 
vested in a senior termination board which con- 
sists of the controller, the director of personnel 
and the sales manager. 

When a supervisor or executive fails to per- 
form his job, before a discharge may be effected 
his superior must first serve him with a warning 
and specify the reasons. A copy of the warning 
must be delivered to the personnel department 
and kept on file. As soon as the warning is filed, 
the person is removed from the “permanent” list 
and is placed on probation for a period of not less 
than two but not more than three months. Dur- 
ing this period the supervisor or executive is 
given an opportunity to redeem himself in the 
eyes of his organization. In his effort to make 
good he is not alone. The director of personnel 
acts as the official guardian of the rights of the 
executive or the supervisor on probation. The 


causes and reasons for the slipping on the job 
(Turn to page 98) 
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Nearly 100 footcandles are maintained in this private office. Units are two-lamp, white-finished 

troffers mounted in continuous rows on 3' centers. The simplicity of integrated ceiling-troffer systems 

is illustrated below. The aluminum troffers have been installed and leveled, and the Fiberglas 
acoustical board is being dropped into place. 


Influence of Lighting 
on Office Performance 


By R. L. Ocetting 


illuminating Engineer, General Electric Co. 


% THE END purpose of lighting in most offices 
is to contribute to efficient employee performanee 
To realize this objective, seeing must be rapid, 
accurate and comfortable. As discussed in a 
article in July OFFICE MANAGEMENT & EQUIP 
MENT, the environmental brightness pattern of an 
office is extremely important, but good lighting 
is still the keystone to good seeing. 

Just as environmental conditions may contrib 
ute to or detract from the effectiveness of an office 
lighting installation, the quantity and quality of 
the lighting will markedly influence the over-all 
efficiency of office performance. 

“How much light?” is an almost universal it 
quiry and one which may be answered more def- 
nitely today than ever before. In doing 80, the 

- importance of other factors, especially those it 
volved in the tasks themselves, become more ob 
* vious. For this analysis, it is necessary to assume 
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that all factors of lighting quality and all seeing 
conditions in the environment are optimum. 

The determination of proper quantities of il- 
jymination is complicated by the fact that our 
eyes will operate under abnormal, abusing condi- 
tions. For instance, you can undoubtedly read 
this page under less than one footcandle, but no 
one would recommend such an order of illumina- 
tion for offices because experience has shown the 
need and the advantage of providing seeing at 
considerably higher levels than mere discernment. 
The pressing questions then become “How much 
higher should the visibility be?” and “How many 
footeandles are required?” 

The effect of task characteristics upon visibility 
must be understood to approach either question 
rationally. If this page is placed sufficiently far 
away from your eyes so that you can just distin- 
guish the letters, such a condition represents what 
might be called a visibility level of 1. Viewed 
at this same distance, type 20 times larger would 
represent a level of 20 and obviously would be a 
very high order of visibility. Laboratory research 
indicates that such a task would be very nearly a 
practical maximum of visibility. 

This article is well-printed in 10-point Century 
type on good quality magazine stock. If the paper 
were very high-quality bond of 80 per cent reflec- 
tance, only a fraction of a footcandle would be 
required to give this page a visibility level of 1 
when held at a normal reading distance of about 
l4inches. It would reach a visibility level of 20 
if printed on 80 per cent reflectance paper with 


some 60-70 footcandles. There would be but little 
significant gain in visibility if the illumination 
were increased. 

Few actual office tasks involve paper of 80 per 
cent reflectance or solid black printing at 4 per 
cent reflectance. They usually involve paper 


TABLE I—"20" VISIBILITY 


Re‘lectance Type Acuity of | Footcandle 
Pape: = Ink S‘ze Vision Illumination 

1. 80% 4% 10-point 20/20 65 

2. 70% 14% 10-point 20/20 95 

3. 60% 18% 10-point 20/20 130 

4. 60% 18% 8-point 20/20 200 

5. 60% 18% 7-point 20/20 430 

6. 60% 18% 6-point 20/20 750 

7. 60% 18% 6-point 20/30 2000 

8. 60% 18% 8-point 20/30 430 

9. 70% 21% 8-point 20/30 370 


which is more nearly 60-70 per cent and printing 
or writing of 10-15 per cent or even lighter for 
some pencils and certain duplicating processes. 
For this same type size, it requires at least 100- 
150 footcandles to compensate for these less fav- 
orable conditions of contrast in achieving a vis- 
ibility level of 20. Likewise, many office tasks 
involve details which are equivalent to less than 
the 10-point type used in this magazine. The 
effect of reductions in size, coupled with less than 
optimum contrast, is such as to indicate illumina- 
tion values of 200 to more than 700 footcandles, 
as shown in Table I. (Turn to next page) 


It is evident from this illustration that the brightness of aluminum troffers in the normal field of view is about equal to that of the work 
itself. This results in an exceptionally comfortable seeing environment. The continuous rows of single-lamp aluminum troffers in this office 
are spaced on 4' centers with additional units at the end of every third row to offset the natural falloff in illumination along the walls. 
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No office force of any size can be expected to 
average so-called 20/20 or normal vision. Not all 
vision can be corrected to 20/20 and not all per- 


Showing recommended use of supplementary lighting. Office ma- 

terial is tilted to give workers “right angle" view of work. Supple- 

menting the general illumination are units designed specifically 
for these copyholders. 


Through co-ordinated use of well-designed fluorescent lighting and correct room finishes, a modern and efficient office 
area has been obtained in a 50-year-old building. The sides of these particular luminaires are aluminum. Being opaque, 
they assure low brightness and high visual comfort for the employees. 


sons in a group of office workers will have received 
competent visual examinations. Making an allow. 
ance for an average of 20/30 vision sends illumi- 
nation requirements soaring into the thousands. 
A rating of 20/30 means, roughly, that a person 
sees, at 20 feet, those letters on an eye specialist’s 
chart that should be seen at 30 feet. 

The last two steps in Table I emphasize that 
providing favorable characteristics in office tasks 
is a practical approach to good seeing. When 
improvements are made in the work itself, the 
levels of illumination for optimum visibility are 
reduced markedly and the value of lower levels, 
which are economical today, is increased greatly. 

This analysis of the influence of task character- 
istics on illumination values required to realize 


very high orders of visibility should indicate [' 


to office management not only the need for higher 
values of quality lighting than are generally used 
today, but also the practical importance of ex- 
amining tasks in the office with a view to assuring 
as favorable visibility conditions as possible. By 
permitting other than black impressions and by 
using reduced reflectance paper, contrast is re 
duced and the only way to regain visibility is t0 
increase illumination. Similarly, each reduction 
in the size of printing or writing presents the 
office manager with the choice of operating with 
lowered visibility or of increasing illumination 
to offset the reduction in size of work details. 
Recognizing the impracticability of making all 
factors in office tasks optimum, it is a reasonable 
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Louverall lighting—a 
single all-over louv- 
ered lighting unit 
for a given office 
space. Sufficient 
jight sources are dis- 
posed above the 
louver blades to pro- 
vide the desired 
quantity of illumina- 
tion on the work 


surfaces. The lamps 
may be more or less 
uniformly spaced or 
concentrated to pro- 
vide variations in il- 
lumination as the of- 
fice layout suggests. 
Because of the 45- 
degree shielding of 
fluorescent lamps in 
this louverall system 
and because rela- 
tively light finishes 
have been used on 
the office walls and 
furniture, up to 160 
footcandles are ob- 
tained comfortably 
in this executive of- 
fice. 


conclusion, from the data presented in Table I, 
that perhaps 500 footcandles is the rational opti- 
mum illumination value for general office areas. 
In instances of more than average seeing severity, 
such as in drafting rooms, somewhat greater val- 
ues will undoubtedly result in significant improve- 
nents in visibility. Although illumination values 
-f this order are difficult and uneconomical to at- 
tain with today’s facilities and techniques of 
lighting, such an appraisal of the inherent re- 
quirements of office seeing leads to the conclu- 
sion that 50-100 footcandles, which are readily 
attainable, are rational quantities for today’s of- 
fice lighting designs. 

Office management should expect lighting to 
pay it own way, and in most cases will find that 
it does so with rather surprising ease. The crux 
of such considerations is that every office must 
have and now has some light. Quite probably, it 
s provided by an enclosing globe system of 10-15 
footeandles, which, because of years of use, rep- 
tesents today an operating cost only of some 20 
to 25 cents per square foot of floor space per 
year. With comparable operating costs, 50 foot- 
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candles may be obtained from fluorescent lighting 
systems at about 45 to 50 cents per square foot 
annually. Equipment and installation costs are 
frequently amortized at 1624% annually and may 
range from 30 cents per square foot per year up 
to 50 cents. The lower amortization charges in- 
clude the lighting system only, while the higher 
values include the cost of acoustic ceilings used 
with recessed troffer installations. 

New acoustic materials specifically designed to 
integrate with fluorescent troffers eliminate the 
need for furring and reduce the total cost of such 
integrated systems to about that of good quality 
suspended luminaires. The annual differential 
between “some light” and 50 footcandles with a 
good fluorescent system is on the order of 60 or 
70 cents per square foot during the amortization 
period and 25 cents thereafter. 

These values are small percentages of other 
office costs. An office worker receiving $150 per 
month and occupying 100 feet of floor space rep- 
resents in salary or wages an expense of $18 per 
square foot annually. Office rental and the value 
of office equipment assigned to or used by such 
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an employee increases still further the total cost 
of office space. On the basis of salary alone, how- 
ever, an employee performance increase of only 
3-4 percent will justify the improved 50-foot 
candle lighting system. This comparison includes 
amortization charges as part of the lighting cost. 
The increase in performance need be but 1.5 per- 
cent to offset the operating expense only of the 
50-footcandle fluorescent installation. Perform- 
ance increases in excess of these values are com- 


mon and actually represent a return on the ligh| 
ing investment. 

The final factors are those of lighting quality 
as applied to the lighting system itself and to th 
resultant illumination on the work. Unfory 
nately, the specification of these factors is still 
the qualitative stage, although a quantitatiy 
method of evaluating the comfort of lighting gy 
tems is evolving. It promises shortly to provid 

(Turn to page 106) 


Extra! Abacus Beaten By Machine 


HERE they go again! 

Apparently spurred by the contest between 
abacus an calculating machine run off in Tokyo 
last year, and reported on at the time by OFFICE 
MANAGEMENT, Morris Berman, president of the 
New York Society of Engineers, an organization 
of New York municipal employees, recently staged 
a contest which pitted the abacus against not 
only an electric calculating machine but also a slide 
rule, and a “mental wizard.” This time the ma- 
chine vindicated intself. 

While the GI operator of the adding machine 
in the Tokyo contest admittedly was only mod- 
erately competent in operation, and had as his 
opponent an expert abacus operator, the New 
York contest found the abacists at a disadvan- 


tage. One of them, Yong Poo, former Chin 
Daily News typesetter, said he had never bee 
much good with the ancient computer, whik 
George Chin, his teammate, has poor eyesight 
and had to work from a blurred carbon copy of 
the problems. Miss Anne Curran, a demonstra 
tor for the Marchant Calculating Machine (Co, 
won the multiplication heat, Irving Last won th 
square roots contest with his slide rule, ani 
Charles Lipkin, the “mental wizard,” took th 
honors for addition and subtraction in the con- 
test. 


Harold Swallow, of the Department of Housin 
and Buildings, working with a pencil and a shee 
of paper, gave the machine a close race on tw 
addition problems. 


Contestants, left to right: Harold Swallow, pencil and paper; Charles Lipkin, mental calculator; Yong Poo, abacus; and Anne 
Curran, Marchant calculating machine. 


New York Herald Tribune photo 
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TIME STUDY AND OFFICE WORK 


By A. R. Schuman 


Supervisor of Standards, Columbia Mills, Inc., New York 


% ONE of the main tools of scientific manage- 
ment — time study — is rarely used in offices and 
on work of a clerical nature. In view of the 
widely accepted principles of scientific manage- 
ment in the factory, it is somewhat amazing to 
note the lack of acceptance of the same principles, 
in connection with office work. 

Actually, there is little rhyme or reason for this 


- lack of interest in time study with respect to what 


itcan do for increased efficiency, better organiza- 
tion, and lowered costs. The depreciation of time 
study probably harks back to the old idea of the 
office being a non-productive function of a busi- 
ness and a necessary evil. However, it is impor- 
tant to realize and remember that the money 
saved by the use of scientific management meth- 
ods such as time study is just as important on 
the profit and loss statement as the money saved 
through use of time study in the factory. In 
other words, if we lower our office costs by $10,- 
000 per year or lower our production costs by 
$10,000 per year, the net result on the profit and 
loss statement is the same. 

Time study as applied in the office has its uses 
and its problems. The actual work of observing 
October, 1947 


and studying clerical work brings with it certain 
difficulties that are not met in the factory, such 
as the thought expended on certain clerical jobs 
as against the automatic or semi-automatic type 
of work found in factories. These problems are 
certainly not insurmountable, as is proved by the 
companies who have had successful time study 
systems in use in their offices for many years. 

The greatest benefit derived from applying 
time study methods to clerical work is achieved 
by using it as the basis for a wage incentive plan. 
Most offices using time studies use them in this 
manner, although this is not essential to receipt 
of benefits therefrom. The same benefits that 
result from the use of wage incentives in the fac- 
tory are also applicable to the office. Lowered 
operating costs, increased production, higher 
earnings, and better satisfied employees are all 
products of the use of time study and wage in- 
centives in the office. 

Now that the general benefits of this tool of 
scientific management have been outlined, we can 
be more specific regarding its use on office work. 
One must keep in mind the fact that the more 
routine the job is, the better it lends itself to 
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being timed. The techniques and technicalities of 
office time study will not be dwelt upon at this 
time, but rather the practical application to cer- 
tain office jobs done in most companies. The 
prime purpose of time-studying any job is to 
establish the normal time for doing that job, 
whether expressed in terms of units or total time. 
An average competent operator performing a job 
properly under standard conditions and unstimu- 
lated by additional reward for increased speed 
or effort, will perform the unit of work within 
the time allowed. This latter time is the “normal 
time” and includes allowances for personal fa- 
tigue and miscellaneous interruptions. 


An example 


As an example, let us use the billing of cus- 
tomer invoices. The facts expressed regarding 
this job apply to all jobs, whether routine or not. 
Assume that the time study man has taken a 
series of studies on the work of billing invoices. 
He calculates the time values, arrives at the nor- 
mal time for typing one invoice, and adds to it a 
percentage allowance for personal fatigue and 
other factors. His final value may be 1.5 Normal 
Minutes per invoice. This means that an average 
person, working at a normal speed, can type one 
invoice every one and one-half minutes. If she 
does ten in 15 minutes, or 100 in 150 minutes, she 
is producing the invoices at a normal rate of speed 
with all allowances included for fatigue. 


This final value of 1.5 Normal Minutes can by 
used in various ways, all calculated to bring aboy 
greater efficiency, lowered costs, and better orgap. 
ization of the billing work. An office manage 
who knows the normal time for doing a job, is jy 
a much better position to do an effective job of 
running the office, than the manager who can only 
guess at what the normal time should be. It is ap 
admitted fact that what we know, we can qd 
something about. The office manager, knowing 
that it should take 1.5 Normal Minutes to typ 
invoices, knows exactly what to do regarding the 
billing department if the sales department fore. 
casts increased volume, bringing with it an in. 
creased number of invoices. He knows the degree 
of productivity of all his billing clerks, because 
he is measuring their productivity against the 
production of an average person working at a 
normal speed. 


A fallacy 


Without the aid of the normal time on the job, 
he would have to compare each person’s produc. 
tion. The fallacy of this comparison is well-illus 
trated by the fact that the salary paid a billing 
clerk (or any other operator) is for a fair day’s 
work. If such is the case, then why do so many 
office managers compare the production of each 
person with the highest or the average of all, or 
some other fallacious quantity? It should be com- 

(Turn to page 104) 
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“MISS WINTHROP, HOW DID YOU EVER LET THIS JERK IN ?" 
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WHEN a new procedure, involving new forms, 
is being installed in an office, all too often the 
forms have to be revised, not once but several 
times. The actual using of even the most care- 
fully planned forms brings to light omissions or 
misjudgments on the part of the designer. 

If a quantity of the forms has been printed— 
and usually if they are printed there is a large 
quantity—they are frequently used even if they 
could and should be improved; or else they are 
made into scrap pads and revised forms are 
ordered. 

They make pretty expensive scrap pads and 
often even the second and third tries at the new 
forms may be unsatisfactory. 


Avoiding waste 


Knowing that this is very likely to happen, 
many office managers and systems men don’t 


print the new forms at first. They prepare them 


on Mimeograph stencils, or offset plates, or by 
hectograph. And, they don’t run off a large num- 
ber inadvance. Then when a change is necessary 
it can be made inexpensively without a large 
amount of waste. 

_ Frequently a form is designed so that informa- 
tion may be typed on it in hectograph and repro- 
duced on other printed forms. I have never found 
it practical to print the entire form in hectograph 
and reproduce it, as well as the typed-in variable 
information, on a blank sheet of paper. A printed 
hectograph form is expensive and if purchased 
lM quantity the hectograph ink is likely to dry 
out before the form is used. Particularly is this 
unsatisfactory on a form for a new procedure 
Where changes are likely to be made. 
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You Can Save Money 


on Your New Forms 
By G. L. Harris 


Stevenson, Jordan & Harrison, Inc., Management Engineers 


The most satisfactory way I have found to 
introduce forms into a new procedure is this: 


Four simple steps 


First: Draw the lines of the form on master 
hectograph paper, using hectograph carbon under 
the paper so that the impression comes off the 
carbon on the back of the form. 

Second: Type the headings and other fixed 
information on the master hectograph paper, pref- 
erably with a VariTyper, still using the hecto- 
graph carbon. The VariTyper enables you to get 
all the headings in their proper places, just as 
you can when you use type with its many possible 
variations in size. Also, it gives a more profes- 
sional appearance to the form. 

Third: Using this master, run off two or three 
dozen secondary masters on master hectograph 
paper exactly the same as that on which the origi- 
nal master was drawn and typed. 

Since the original master will reproduce about 
200 copies, you still have over 150 reproductions 
left on it. 

Fourth: Using hectograph “copy” paper, run 
off all the copies you can of the original master. 
You now have master forms, and very neat copies 
of them, at a minimum of expense. 

To use these forms in day-to-day operations, 
it is only necessary to type or write the variable 
information on one of your secondary masters, 
again using the hectograph carbon so that the 
typing or writing appears in hectograph on the 
back of the master. Now you can put this secon- 
dary master in the duplicating machine and, 
using your “copies” which were run off on copy 


(Turn to page 72) 
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Creci 
recit department offices at Vandervoort's 


Cycle Billing Procedure 
Pleases at Vandervoort’s 


By Robert i 

i y Robert A. Latime 
* = ye hgh of cycle billing, a new 
eacseiigie . ar mailed to charge account cus- 
een nicrofilming of all sales records has 
a y simplified charge-account bookk 4 
cruggs-Vandervoort-Barney, St. Loui ‘ie. 

, St. s de- 


RIAs - WANDER TORN - BARREN, We. HOW TO READ YOUR BILL 


st cours 1 #9 CHestaut 7500 


Amount owed on your previous bill 


~ 


Purchases made durin, the current 


billing period. 


If you have returned anything. the 


credit will appear here in red 


2% Missouri Sales Tax. Sales Tax 
s will be 


refunded to you on return: 


printed in red.- 


Payment made for your previous bill 


Your bill should be paid within 18 
days after this billing date. 
This is the amount you owe. 

e Payment made oF credits issued 


AFTER billing date will appear on 
NEXT month's bill. 


Please present salescheck with your 
bill when inquiring about any item. 


Purchases may often be identified by 
comparing department shown on the 
salescheck with the department num: 
bers listed on the back of the statement. 


s- Tae QUALITY af THe MIDWEST 
Enclose only the = stub with your remittance. Retain 
our 


the lower part. canceled check is your receipt. 


In operation more than 
te a year, the syst 
Sede en oe, over all saoles Ui 
gy Se ods used at the store, according to 
nga Sere > sag “gpl office manager at the store. 
oa = es on and simple method of prov- 
arge families with several members using 


Here's how the new plan was 
explained to the customers 
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charge-accounts, that every item listed on the 
monthly statement was actually purchased by a 
member of the family. Scruggs-Vandervoort- 
Barney, like many other department stores, has 
constantly run up against the problem of pay- 
ment withheld by customers who feel that they 
have been unwittingly charged for merchandise 
bought by someone else. When each item pur- 
chased is not clearly identified, with name of pur- 
chaser aS well as item, customers are likely to 
fock to the adjustment department demanding 
changes in the bill. Under the current system, 
there is no such possibility, and what had grown 
tobe a serious problem has vanished. It has even 
been possible to reduce personnel in the adjust- 
ment department and switch them to the records 
department, as unit operators of the Remington 
Rand Cycle-Matic files. 

Second, the cycle billing system has spread 
billing operations out smoothly over each month, 
doing away with the breakneck pressure which 
normally prevailed during the last five days of the 
month. Billing is scheduled by sections, so that 
clerks finish up one and start on the next accord- 
ing to dates. Here, too, it has been possible to 
cut down on the number of clerks required. There 
are no “rush conditions” which require keeping 
a staff large enough to meet them, with less to do 
between such pressure peaks. 


Smoothly operating 


Every element in the accounts receivable sec- 
tion has been fitted into a smoothly operating sys- 
tem somewhat varied from standard cycle billing 
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methods. Before going into the plan, the store 
sent out a special circular to all charge-account 
customers, with graphic explanation of how it 
should be read. A reproduction of the statement 
was included, with arrows leading from each 
itemized amount to a column of explanatory re- 
marks on the right. These indicated such points 
as “Amount owed on your previous bill—pur- 
chases made during the current billing period— 
if you have returned anything, the credit will 
appear here in red—2 per cent Missouri sales tax 
—Payment made for your previous bill—This 
is the amount you owe.” At the bottom was this 
note: “Purchases may be often identified by com- 
paring department shown on the sales check with 
the department numbers listed on the back of 
the sales check.” 
The statements 


Statements themselves are split into columns— 
for previous balance, purchases, credits, sales tax, 
payments, and balance due. Going still farther 
to cut down on the number of adjustments and 
the ruffled feelings which unexplained itemization 
formerly caused, this statement is sent out to- 
gether with accumulated original sales tickets, re- 
fund slips, cash slips, and other pertinent data in 
the same mailing envelope. The head of the 
family can thus double-check statement and sales 
checks at a glance. If sons and daughters have 
made charge purchases without informing their 
parents, the fact is instantly recognizable. 

The Vandervoort credit office underwent sev- 
eral physical changes along with institution of 
cycle billing. Records by individual charge ac- 


Cycle billing files in Vandervoort's bookkeeping office 
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counts are maintained in A-Z files, one large en- 
velope for each customer under his name, At the 
top a plastic nameplate is quickly visible when the 
file drawer is opened. In the envelope is a record 
of each month’s purchases and of the credits 
placed against it, and a holder for sales check 
originals, refund slips, and cash slips. There is 
no need for cross-reference to determine the en- 
tire story on any one customer, everything neces- 
sary being included in the single envelope. 
Vandervoort’s is one of the first department 
stores in the Mid West to take advantage of ihe 
space-saving properties of microfilming for keep- 
ing permanent records. Two Recordak machines 
are used, which photograph up to 600 sales checks, 
statements, refund slips, and other papers on a 
single roll of film. A special storage unit has been 
constructed which maintains the proper relative 
humidity for the films. This is closely connected 


with a projector screen unit in the center of th 
adjustment department. Where it is necessay 
to review a statement, either for the custome, 


or for office purposes, the adjustment clerk merel* 


looks up the roll of film which covers that cy 
tomer’s records, and inserts it in the back of th 
projector, which throws a 2-foot blow-up of th 
statement on a frosted glass screen at the front 
This takes no longer than locating a file envelop 
and digging through it, according to Mr. Reodde 
Customers may easily see the blow-up of thei 
statements from the office window. 

The cycle billing plan and the microfilm jp. 
provements were worked out cooperatively hj 
C. D. Reno, credit manager; J. F. Bernoudy, co 
troller, and Mr. Reodder. Total results of th 
plan have been far fewer headaches, elimination 
of piling up of work, and far more economic, 
operation from a personnel standpoint. 


You Can Save Money on Your New Forms 


(From page 69) 


paper, you can get as many completed copies, in- 
cluding the variable information, as you need. 

And don’t worry about registration. It can’t 
miss! After all, you are typing on a secondary 
master and reproducing on a copy, both of which 
were made from the identical original master. 

If your variable information includes red fig- 
ures they can also be produced by using red hecto- 
graph carbon when typing these figures on the 
secondary master. 

If a change in the form is necessary, a new 
master can be made and secondary masters pro- 


duced in a matter of minutes. But after the form 
has proved itself in actual operation, it is best t 
have a plate made and a number of copies pr 
duced by printing or offset because the heete 
graph master has to be re-drawn after even 
couple of hundred reproductions are run of 
from it. 

Of course, offset is less expensive than printin 
and if the typing is done by a VariTyper on th 
offset plate you will get a professional lookin 
form that is every bit as satisfactory as a printel 
job. 


SPEAKING ALL LANGUAGES 
Many offices are finding it advantageous to convert the keyboard of a spare typewriter or two to a 
foreign language, to take care of correspondence overseas as export business and foreign contracts 
begin to expand, according to Tytell Typewriter Co., 123 Fulton St., New York. The picture shows 
an exhibit of this company recently in New York on this theme. 
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% ONE of the major office economies—automatic 
classification by the use of different colored papers 
—was seriously interrupted and thrown out of 
gear by the war. For the duration, paper in more 
than a few colors was not available. 

With color at our disposal again, the time has 
come to re-examine all business forms in order 
to plan for the use of color, and to habituate the 
organization to its use for various systematic 
purposes. Now is also the time to extend the use 
of color for automatic classification, so as to make 


use of the full scope of modern color classification 


science. Very few firms have ever made really 
complete use of it. 

Everybody knows how useful it is to connect 
yellow with telegram, or red with danger, or 
green with safety. Railroads and express com- 
panies have also used yellow to distinguish ship- 
ping receipt colors. Libraries have developed 
elaborate standard color classification systems, 
a for example a separate color for each major 
language. 

For business office purposes, the uses of color 
classification have been well developed, the most 
widely used ones being the unit order system, the 
branch office stationery system, and the inter- 
departmental memorandum system. A separate 
standard color is used for each unit, so that the 
October, 1947 


’ Color can bring order out of chaos 


COLOR FOR AUTOMATIC CLASSIFICATION 


By J. George Frederick 


eye can quickly determine which paper belongs 
to which unit. Here are some examples of these: 


Branch Office Stationery 


ss x ON beh Acne weg ane white 
NS nc é wade eee buff 
ee Un. see vce e one blue 
I I is ire ign eo goldenrod 
Inter-department Memoranda 
| ee ae arene canary 
Production .......... blue 
Cemmarenee .. ww een. .Gray 
se eee seer Green 


The unit order system is by far the most logical 
and necessary of them all. Here the different 
parts of the order system constantly need quick 
recognition as distinct from each other, and color 
is highly logical for this purpose. Most firms use 
a small application of the color idea in order sys- 
tems, but their order systems are usually much 
too primitive, with too few units. The average 
order system probably has only three units, 
whereas I have helped work out some as elaborate 
as twenty-three units. 

Somewhere in between 3 and 23 is the correct 
number for any firm, and the more units used 
the greater the need for color as classification. 
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Let us take a 7-unit order system to see how it 
works out in terms of color: 
Seven Unit Order System 


(1) Office copy register ............ blue 
(2) Charge or credit memo. gray 
(3) Combination form. ... buff 


This combines these four items: 


(a) Driver’s receipt. 
(b) Order for goods to be returned. 
(c) Notification to office of shipment. 
(d) Watchman’s pass. 

(4) Assembling requisition of stock 


record .......... green 
(5) Home office record. melon 
(6) Salesman’s record .......... cherry 


(7) Shipping memorandum........ white 
Of course, 7-unit order systems may be of any 


grouping, to fit a particular business. A 10-unit 

order system might be ; 
(1) Invoice ........... _. blue 
(2) Sales record, alphabetical cherry 
(3) Sales record, numerical green 
(4) Sales record, geographical _. red 
(5) Sales record, salesman... _. buff 
(6) Office register... _goldenrod 
(7) Warehouse, stock requisition... pink 
(8) Acknowledgment of order... canary 
(9) Shipping memorandum. _.melon 
(10) Packer’s check................. brown 


ar 


Perhaps it will be interesting to show the stand- 
d color classifications which have been worked 


out for various useful purposes— 


Colors representing Days of the Week 


Sunday . Sage green 
Monday .. Mandarin 
Tuesday .__. terra cotta 
Wednesday | arr white 
Thursday turquoise or manila 
Friday fawn 
Saturday straw 
Colors representing Months 
January white 
February fawn 
March mandarin 
April apple green 
May manila 
June buff 
July . * _ blue 
August azure 
September salmon 
October ._._. olive 
November __. nile green 
December ..__.. dove 


There is even a standard color classification for 


each letter of the alphabet, but we will not list 


th 


ese here. 
It is an excellent idea for a business firm to 


have its own unit telegram system, with colors 


fo 
714 


r each of four units: 
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(1) Telegram 
(2) Confirmation 


(3) Correspondence file copy 
Ee eee eee 
It is equally valuable for a firm to have its ow 
unit inquiry system, for recording customer jy 
quiries: 
ig ewer eee white 
(2) Correspondence copy . pink 
(3) Salesman’s copy .............. buff 
(4) Subject copy ..... _Opaline 
(5) Bookkeeper’s 
numerical record ............ goldenrod 
Also, a unit requisition system: 
(1) Requisition ........... blue 
(2) Voucher copy ....... gray 
(3) Receiving clerk’s copy . goldenrod 
Co) Heer GO 4... «5s... café | 


Many firms also use a unit voucher system, i 
order to fully facilitate financial record-keeping 
and to avoid the three to seven times duplicatio 
of operations. Four units, including one fo 
voucher cover, are made at one writing, on fou 
different colored papers. 

Unit filing systems, each a different color, fot 
filing information numerically, geographically, 
by subject or other classification, are also valu 
able, each distinguished by its own color, to pre 
vent mis-filing. 


Color for sales 


Salesmen’s reports and records, with a separ 
ate color for each territory, or for each maiy 
division of the business, or for whatever othe 
classification is useful, are also most sen 
when given color classification. 

Even advertising matter is susceptible io ihe 
use of color classification—as for example, ad 
vertising booklets of different divisions of the 
business, a cover paper stock always selected of 
the same color for the same division. Some firm 
have standard colors for covers of their hous: 
organs, for each month of the year. Some firms 
use standard colors for pages of their catalog 
dealing with a particular product division, so tha! 
customers may always readily turn to that par! 
of the catalog which interests them. 

It is surprising how far one may go with the 
matter of color classification. Factory manage 
ment, during the war, found it useful for expedil 
ing work, certain colors representing prioritie 
(“always push through red orders first” or 4 
ways watch out for green orders, as they need 
double inspection,” and so on.) 

In the post-war world of high labor cost and it- 
tensive competition, no method by which work 
can be expedited and human brains saved must 
be overlooked. 
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| NEW THINGS in the NEWS 
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mer jp RIGHT: : 
USE IT AS A PAPERWEIGHT, or use it as a postal scale. 
The Postal-Weight announced by the GMB Products Co., 
hi P. O. Box 681, Chicago, is suggested for both the home and 
vhite office. To make the paperweight a scale, you unscrew the 
pink top cap. The plunger of the scale mechanism pops up. Re- 
b verse the cap, place it on the plunger, and you have a postal 
uff scale, with a capacity of 8 ounces legibly graduated in incre- 
aline ments of '/2 ounce. The base is molded of black plastic. The 
body proper is solid brass, heavily chrome plated. - 
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, to pre LEFT: 
TO MAKE HER SMILE while she works, the Sturgis Posture Chair 
Co., Sturgis, Mich., has developed the Smile-Master posture chair, 
No. 624 FF. The chair has a soft back of NuKraft and foam rubber. 
The large seat is 3 inches thick and is made of NuKraft and foam 
rubber. Chair has a steel welded frame, infra-red baked-on enamel, 
a separ: in five warm colors. The upholstery comes in a selection of colors 
wii and materials. The chair also features 3-way easy adjustments, 
ch mally which may be made without the use of tools. The seat height is 
er othe adjustable from 17 to 21 inches. The seat measures 13 by 16% 
f inches; the backrest, 9 by 13 inches. The backrest is available with 
stemati a firm back or a firm-flex back. 
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, 80 that Ph a CONSOLE BAR 
r tom the Refrigerated Equipment Sales, 
hat pa 149 Broadway, New York 6. This bar has 
a cage A eer yoo unit. This is a 
ith th case welded and sealed '/g horsepower 
with the A.C. unit affording a wide range of 
manage > napa temperature. D. C. unit is 
xpedit also available. The cabinet is 42 inch 
e os tall, 42 inches wide, and has a depth 
rloriue of 18 inches. Attractively finished. Re- 
” or al tails at $457.50 f.0.b., New York. 
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RIGHT: 

HAS ADJUSTABLE FIVE POSITION METAL TAB. Louis H. 
Farber, 31 East Congress St., Chicago, offers the new Hang- 
A-File folder, with an adjustable five-position metal tab. May 
be used in all standard filing cabinets. The company has also 
announced a new Hang-A-File desk unit, No. 40, which is a 
compact filing equipment package ready for use. It contains 
25 new folders and A-Z inserts. Unit is all metal, heavy furni- 
ture gauged steel, has an olive green finish, and is equipped 
with rubber feet. Floor units are also available. 


LEFT: 

ALL IN ONE. The Desking made of Forticel consists of 
an autoflow inkwell, a desk tray, and loose sheets of note 
paper. The items can be used together, or the inkwell may 
be removed and used separately. A pen stand with dip pen, 
also included in the set, can be substituted for the inkwell, 
and the recess in the tray used for paper clips or to support 
an ordinary ink bottle. Forticel, a cellulose propionate, is 
unbreakable. The special design of the inkwell keeps the ink 
from spilling out ever. if it is accidentally tipped over. Forti- 
cel has a walnut wood-grained appearance. This plastic is 
unaffected by the chemicals used in ink. To retail at $1.50 
for the complete unit. Individually the items are 89 cents 
for the desk tray, with loose paper, and penholder; 15 cents 
for the dip pen; and 49 cents for the inkwell. Forticel is a 
registered trademark of the Celanese Corp. of America. 
Sterling Plastics Co., Union City, N. J., is the molder and 
distributor. 


LEFT: 


BRIGHT NEW PACKAGING. The Codo Mfg. Corp., 


Coroapolis, Pa., has developed a new design for its box 
pencil carbon paper. Blue, white, and yellow, and Ben-day 
shading make the box attractive. 
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RIGHT: 

A STEEL BASE TABLE with bent uprights has been added 
to the line of Esco tables made by the Engineering Mfg. 
Co., Sheboygan, Wis. The angle of the top may be ad- 
justed without changing the position of the lower edge, since 
the pivot point has been moved to the front of the board. 
To do this the telescopic tilting device has been located ai 
the rear of the base. All the operator need do is loosen the 
knobs on the tilting units, grasp the board at the top or sides 
and raise or lower it. 


ABOVE: 

FOR BUSY EXECUTIVES. Designed to cut searching time to the 
bone, this extra sturdy, 24 gauge steel file has 25 Pendaflex folders 
(A to Z tab inserts.) Papers can't sag in the file. Large rubber 
wheel casters move the unit easily and noiselessly. Can be had with 
or without lock. With hammerloid finishes in green, gray, or wal- 
nut, Manufactured by Steel-Parts Mfg. Co., 222. South Morgan 
3t., Chicago 7. 


RIGHT: 


NEW STAND. The Mark Van Riper Co., Flat Rock, Mich., offers 
anew line of improved business machine stands for immediate 
delivery. The company says that the tubular steel, all-welded joint 
assembly makes a rigid chassis. Heavy hardwood tops and. skid- 
proof feet are other features of the new stand. Four models are 
offered in the line, including flat tops, a stand with recessed cen- 
ter section and elevated work surfaces, and a special model for 
continuous forms writing machine. Amount of floor space necessary 
for the operator is 9!/ square feet. 
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ABOVE: 

A FILE FOLDER SUPPORT for ‘=zal letter or jumbo size 
filing cabinet, manufactured by Weber Office Specialty Co.. 
1328 West 6th St., Los Angeles 14. Easy to use and adjust, 
the Filo folder support is finished in golden brown hammer- 
tone enamel. It has all steel construction and movable sup- 
port plates. Easy to install. 
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LEFT: 

FREE OF GADGETS. The DoMore Chair Co., Inc., Elkhart, 
Ind., has announced its new model, the Debonaire, model 72. 
The chair has a streamlined base of steel, insulated to elimi- 
nate noise. It contains specially designed bearings in which 
a hardened steel spindle rotates. The chair is available with 
or without steel decks. The upper structure is of DoMore 
Ply Craft, which means that no metal in the upper structure 
touches the hands or body. Available in a variety of finishes 
and upholstery materials. 


RIGHT: 

OFFERED IN THREE FINISHES. This new, six foot, all metal 
costumer is introduced by Maso Steel Products, 500-32 South 
Throop St., Chicago 7, makers of office tables, utility stands, and 
other office equipment. Of one inch steel tubular construction, the 
costumer has a one-piece welded, non-tippable base with four 
strong curved legs tipped with non-marring lugs. It is available 
in three popular finishes, baked enamel, walnut or grey, or pol- 
ished chrome, durably plated. The four hat and coat hooks are 
chrome plated unbreakable steel and so spaced that hats and 
coats stay put with little danger of falling. Packed three of the 
same finish in one package, weighing 25 pounds, the walnut and 
grey finishes are priced to retail at $9 each, and the chrome plated 
finish at $13.50 f.0.b. Chicago. Shipped K, D, Assembly is sim- 
ple. The steel shaft screws into the welded one piece base and the 
hooks are easily, and permanently attached with accompanying 
screws. 


RIGHT: 


A PERMANENT MEMORY. This is the Permanote, a 
new memo pad presented by Permanote, Inc., 4th and Chest- 
nut Sts., Philadelphia 6. A continuous supply of writing paper 
is provided by a paper roll mounted on a steel spindle 
inside the plastic case; the swiveled writing board flips 
back as a knob is turned. Paper roll refills are available 
at a slight cost. When completely used the paper roll may 
be removed and filed if necessary. Available in walnut, 
ivory, and ebony. A three-year calendar is provided be- 
neath a transparent plastic window near the top of the 
case. Retails for $2.50. 


LEFT: 
A SYSTEM FOR MANAGEMENT. A new vertical visible 

record keeping system known as Vue-Fax has been introduced ABO\ 
by Federal Business Products, Inc., 90 Gold St., New York 7. STI 
It is adaptable to machine or hand-posted records of unre- file i 
stricted widths and in heights of 8, 9, 10, or I! inches. The index 
system employs no fixed cards; it has no wire clamps or pock- many 
ets. The cards are arranged in echelon banks and rest on a cards 
die-stamped spacer unit at intervals providing visibilities of rotor 
¥, Yr, 6/10, %, 1, and 1/2 inches. Three margins of visibili- leafle 
ties are available, horizontal, diagonal, and vertical. Each manu 


bank of cards is separated by a transparent plastic index 
panel, which are in turn controlled and sectionalized by spacer 
panels, made of lightweight metal. The panels are not fast- 
ened in the tray. All units are designed so that the file can 
be placed in the proper posting and reference position, at 
45° angle. 
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BELOW: 


FITS STANDARD TYPEWRITERS. The new, inexpensive typist's 
work holder from the Barton Engineering Ce., Stephenson Bldg., 
Dept. 53, Detroit 2, Mich., was designed to increase typing speeds 
by eliminating eye, back, and neck strains usually attributed to 
reading copy from the top of a desk or typewriter stand. Copy is 
held securely at eye level at all times. Work holder fits any stand- 
ad typewriter. The weight of the typewriter holds it in place. 
Sturdily constructed of a heavy gauge steel, it is attractively fin- 
ished in smooth black enamel. Retail price, $5. 
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ABOVE: 
STRAIGHT FILING IN A CIRCLE. The Rix rotary card 


Ne is a multi-section rotary card filing unit built for rapid 
indexing and recording. It is compact and sturdy. There are 
many sizes and models available to hold from 1,200 to 3,000 
cards. Floor units are made to hold 8,000 cards. The dual 
rotor feature gives constant self-adjusting brake action. A 

tt describing the various models is available from the 
manufacturer, the Rix Rotary Index Corp., 2090 Second Ave., 
New York, N.Y 


October, 1947 


ABOVE: 

NEW LIQUID TYPE DUPLICATOR from Ditto, Inc., Har- 
rison & Oakley Blvd., Chicago 12. The new model DI5 em- 
ploys the Ditto direct process principle. There are no stencils 
to cut, no type to set, no mats to sensitize. The original is 
a sheet of paper. A deposit of dye is placed on the sheet by 
writing, typing, or drawing through Ditto direct process car- 
bon paper, which comes in four colors. All colors may be 
applied to the same original. All are reproduced in one 
operation. The new machine requires only one turn of the 
handle for each copy; it makes 100 and more copies a min- 
ute; registration is plus or minus |/64 inches; and the re- 
ceiving tray folds up over the machine and serves as a pro- 
tective cover. 


BELOW: 

DESK GLAMOUR, The Stratford Pen Corp., Salz Bldg., 
New York |, introduces the Celebrity Soloist and the Celeb- 
rity Duet desk sets. The first features the Celebrity ball pen 
in midnight black, mounted on a heavy, black, beveled glass 
base. Retails at $2.95. The other has a ball pen for multi- 


carbon use; and a new hooded flexible point pen for general 
writing needs. The midnight black pens are mounted on a 
heavy, black beveled glass base. The set retails at $4.95. Both 
the pens and the bases are trimmed with gold plate. The 
base bottoms are covered with felt. 
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ABOVE: 
MAKES WRITING EXCITING. The Scripto Color Caddy, at- 

tractively styled with plastic base in red or black, holds five 

Scripto pencils, each containing a different color of lead, red, 

blue, orange, black, and green. Pencils are in corresponding, pop- 

ular colors, translucent amber, red, blue, green, and opaque black. 

Scripto long leads in 10 degrees of black and 17 colors are inter- ABOVE: 

changeable in all Scripto long lead pencils. The Color Caddy also 

holds a perpetual calendar. Made by Scripto, Inc., Box 4847, At- 


RIGHT: 

AN INEXPENSIVE REPRODUCING MACHINE, the new 
Bantam model Tru-Copy-Photo machine introduced by 
the General Photo Products Co., Chatham, N. J. The copy- 
ing surface of the machine is 8!/2 by II inches. Easy to 
operate. A compact, portable electric unit, the machine 
operates on 115 volts, AC or DC, in ordinary office light 
without the need for dark rooms, focusing, or heating equip- 
ment. Priced at $27.50, f.o.b.. Chatham. Additional cost 
for trays and dryers. A catalogue is available. 


LEFT: 


ONE of the baskets in the new line of leather was! 
baskets introduced by Sainberg & Co., Inc., 37 Wer 
lanta 2, Ga. 26th St., New York. The baskets are available in (i! 
different styles and include round, oval, square a 
octagonal types. The round one pictured, No. & 
measures 13 inches in height and 10 inches in ¢ 
ameter. It has wide raised rims on both top and bo: 
tom. Available in brown, maroon, blue, and chestn) 
The baskets retail from $7 to 35. 


A COMBINATION DESK PAD offered by the Stationers 
Specialty Corp., 19 West 21st St., New York 10. The brown 
leatherette desk pad measures 19 by 24 inches. The two gold- 
tooled six-pocket work classifiers fold over compactly. The 
pad has a felt back. 
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ELOW: 

, NEW ON THE MARKET. The Faries Mfg. Co., Decatur, 
ijl, has placed this new Circline desk lamp on the market. It 
is designed for use with the new 32-watt, 12-inch in-diameter 
fluorescent, Circline bulb. Has a removable cigarette rest 
and ash receptacle. The overall height of the lamp is 17 
‘aches; the shade is 14 by 3 inches; the base 7'/, by 2!/, 
‘aches. Equipped with a 90 percent or better power factor 
corrected ballast, radio condenser, and manual starting 
switch. Supplied in rippled gray and chrome or electro- 
plated statuary bronze finish. 


RIGHT: 


ANCHOR the rugs, mats, and carpets and you cut down 
on many accidents. Rug-Stop, a light chemical powder pre- 
vents the rugs from slipping on waxed, polish, tile, or lino- 
leum floors. The manufacturers say it will not mark the floor 
surface. The powder is non-poisonous and non-inflammable. ' 
Rug-Stop is sold in two sizes, 59 cents and $1 size. The manu- 
facturer is the Halsey Products Co., Morristown, N. J. | 


BELOW: 


IN A SMALLER SIZE. The Parker "51'' demi-size, recently an- 
nounced by the Parker Pen Co., Janesville, Wis., features a bal- 
anced design which brings comfort to any size hand. Distinctly 
smart and fashionable this writing instrument measures less than 
five inches. It should appeal to women since it can be clipped to 
the pocket of a purse, and will stand upright. Men, too, will like 
it, It fits a shallow vest pocket or a man's wallet. Pens retail at 
$12.50 and $15. Matching pencils are $5 and $7.50. Sets in the 
demi-size are priced at $17.50 and $22.50. 


ABOVE: 


MOUNTS to eliminate tabulating machine vibration. Users of 
tabulating machines will be interested in the new Sountrol mount- 
ings developed by the Jardin Associates, Inc., 75 Maiden Lane, 
New York 7. The mounts absorb from 90 to 96 percent of machine 
vibration, the company estimates. The mounts employ the prin- 
ciple of rubber-in-shear. Each mount consists of a small channel 
floating a ruober between two steel angles riveted to a steel base 
plate. The principle is similar to the floating power principle ap- 
plied in the automobile industry. Mount base plates have scratch 
preventing felt attached. Drilled and tapped as required for dif- 
ferent machines, or furnished with a cup to receive the machine 
foot, the mounts are quickly and easily installed. They are also 
available for machines on which castor mounting is preferred. 
Mount sets are designed and rated for each type of machine on 
the market. All models are maintained in stock for immediate 
shipment Each set carries a 15-year quarantee. 
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SfaG CARLSON 


ABOVE: 


INTRODUCED by Stromberg-Carlson, Rochester 3, N. Y. This 
new paging and intercom system, the IM-3, is a compact telephone- 
like master unit capable of directing outgoing messages to any 
one or all of three areas and of controlling the volume both ways. 
The incoming message is sent by speaking directly into any one 
of the reproducers located in the areas addressed. A press-to-talk 
key on the telephone base controls the transmission and reception 
of messages. The master unit of the new intercom is built into 
a telephone instrument base and handset and derives its power 
from a remotely located amplifier which it controls. This model 
is especially useful where the privacy of an incoming message is 
desired. It may be connected with any number, size, or type of 
loudspeaker to cover large or smail areas or plants. Control is 
provided for three independent speaker units and an all-call posi- 
tion. 


BELOW: 


ADJUSTABLE DRAFTING DESK of steel made by the 
Haskell Mfg. Co., 207 Penn Ave., Pittsburgh 21, Pa., makers 
of Work Flow desks. Finished in metallic gray with desk 
top linoleum, it is available in several sizes, offering a draw- 
ing surface up to 60 inches. May be tilted up to angles of 
20 degrees. Adjustable height, 2934 to 38 inches. Contains 
storage space. 
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ABOVE: ; 

RESUMES MANUFACTURE. After an absence of several yom 
from the market, Detecto Scales, Inc., | Main St., Brooklyn, N.% 
has resumed production of the Posto-Gram, Jr., a parcel post scab 
designed for weighing heavy or light packages. It has a capacity@ 
50 pounds with graduations of four ounces. It weighs packages aa} 
discloses the postage necessary for all postage zones in one ope 
tion. No matter how large the package is, it will not obstruct i 
view of the large, easy-to-read dial, because the package alwm 
rests on the side-saddle platform, away from the dial face. Cop 
structed of heavy metal, this product is guaranteed to give pm 
cision accurate performance through the use of hardened stu 
bearings and hardened steel knife-edge pivots. It needs only 
inches of space. 


ABOVE: 

CORRECT THEIR POSTURE and improve their efficiency. 
This Tru-Posture chair was designed to make correct sitting 
posture almost automatic. The seat and back rest are cush- 
ioned to give the user correct body support and comfort. 
Every part is rounded, wnth no square corners to damage 
clothing. The seat is covered to prevent marring of the dest. 
The chair is mounted on easy-rolling casters. There is n° 
binding. This secretarial chair adjusts from 17 to 2I inches. 
The seat is 15 inches wide and 13 inches deep. Made by the 
Dependable Mfg. Co., 1908 California St., Omaha 2, Neb. 
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A. Devaney, Inc., N. 


We 
New York, city of offices, where American Management Association Office Management Conference 


will be held at the Hotel Commodore, October 20th-21st 


AMA Conhonenen Will Attack 
Office Administration Costs 


% THE American Management Association is 
sponsoring a national conference of office execu- 
tives from virtually all types of business at the 
Hotel Commodore, New York, October 20th-21st, 
to exchange experiences in attacking office admin- 
istration costs. The meeting, to be held by AMA’s 
Office Management Division, will be attended by 
more than 1,000 office managers. 

The conference will study the problem of office 
costs from the standpoint of procedures and meth- 
ods, personnel requirements, establishment of 
work standards, work simplication, incentives, 
and employee morale, AMA announced. 


Big increase 


The association reports that a survey of its 
membership reveals a rise in office costs from 90 
to 100 per cent in recent years but considerable 
differences of opinion over the causes. Most of- 
fies surveyed reported that increase in the vol- 
ume of work was responsible for part of the rise. 
Some companies attributed cost rises in addition 
to changes in work attitudes, loosened work 
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-standards, faulty methods, high material costs, 
and lowered standards of administration. 

Topics for discussion at the October conference 
include the cost motive in office management, su- 
pervisory training, employees’ opinion of their 
companies, methods to increase office productiv- 
ity, experience with office incentives systems, ad- 
vances in mechanical equipment, and employee 
education in business fundamentals. 


Many leaders to speak 


Among office administration authorities who 
will lead group discussions at the conference will 
be Ralph O. Yearick, vice-president, Westing- 
house Air Brake Co., Wilmerding, Pa.; Dr. Rex- 
ford G. Hersey, director of training, American 
Airlines, Inc., New York; E. H. Conarroe, man- 
ager, Policy Holders’ Service Bureau, Metropoli- 
tan Life Insurance Co., New York, and O. J. 
McMunn, Duquesne Light Co., Pittsburgh, presi- 
dent of the National Office Management Associ- 
ation. 

(Turn to page 96) 
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3 What's 


Available Now? 


By Kimball Darby 


@ RESPONSE has been speedy and favorable to OFFICE MANAGEMENT'S 
new feature presenting up-to-the-minute information on new office ma- 


‘chines and equipment actually procurable now. Office people everywhere 
seem to feel that this new editorial service fills a definite current need. 
Herewith is the second installment of the feature, covering, in text 


and pictures, office typewriters and executive chairs. 


The third install- 


ment, in the November issue, will deal with duplicating machines and 
photocopying devices and with filing equipment. 

The information carried, gathered directly from the manufacturers, 
is intended to give clearly and concisely the salient points on each item, 
to guide the reader in determining the possible application of each 
machine or article of equipment to a specific office purpose. 


OFFICE TYPEWRITERS 


Ralph C. Coxhead Corp., 333 Ave. of the Ameri- 
cas, New York 14. 

Vari-Typer, Model No. D-9 

@ Carriage length, 9”. Grey crackle enamel fin- 
ish. Designed like any typewriter, with typewriter 
keyboard. Key impressions are electrically con- 
trolled; operated like an ordinary typewriter. 
Has instantly interchangeable type faces in a 
selection of more than 300 different styles and 
sizes. All foreign language types are also avail- 
able. Prepares masters for all known methods 
of reproduction, photo-offset, Hectograph, Mim- 
eograph, etc. Automatically justifies reading text 
on right hand margin. Price $291.20; with carbon 
ribbon attachment, $319.20. Other models with 
carriage lengths up to 24” open and carriage ca- 
pable of holding blue print tracings of 6 feet or 
more in length, priced up to $775.60. 


sy gd Corp., 1 Leighton Ave., Rochester 


The Flexowriter. 


@ A combination automatic perforator and au- 
tomatic typewriter. A secretary, using the auto- 
matic perforator first, types a letter in the usual 
manner and at the same time perforates a strip of 
paper tape automatically. Then she places the 
prepared tape in the automatic typewriter, in- 
serts a letter head and types the date, address, 
and salutation. She turns on a switch and the 
typewriter types the letter from the tape, auto- 
matically stopping wherever fill-ins are required. 
These two units may be operated together to pro- 
duce duplicate tapes. 

Using a battery of these machines, a secretary 
can produce up to 600 individually typewritten 
letters in an eight-hour day. Letters and other 
material turned out in bulk cannot be told from 
hand-typed letters, because all typing, including 
fill-in text, is done through the same ribbon. Elec- 
trically controlled strokes give sharp, distinct, 
and uniform impressions. 

The Flexowriter types by itself at better than 
100 words a minute. It stops automatically to let 
the operator type in variable text. Then, at the 
flick of a switch, it resumes typing by itself. 
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The automatic typing is errorless; corrections 
can be made on the tape before the run. All elec. 
tric operation. Perforating and typing are done 
with a feather-light touch. The average typist 
can operate the machine with little or no special 
training. 


International Business Machines, Inc., 590 Mad- 
ison Ave., New York 22. 
IBM Electric Standard Typewriter. 
@ Dimensions: 1614” x 141%”, black morocco fin- 
ish. For all general typing and correspondence, 
available with 12”, 16”, 20”, 24” or 30” carriage. 
Nearly-level keyboard, engineered to minimize 
hand and arm motion. Inbuilt impression control, 
easily adjustable for a lighter or heavier over-all 
typing impression. All-electric operation of entire 
keyboard and operational keys, including car- 
riage return, tabulator, shift keys, and _ back 
spacer. Nearly-level keyboard and all-electric op- 
eration eliminate most of the fatigue of typing. 
A light touch is all that is required to release any 
of the keys. Gives uniform typing results. Each 
type bar receives the correct printing force re 
gardless of the operator’s touch. 


IBM Electric Executive Typewriter. 

Dimensions: 1634” x 1414”; black morocco fin- 
ish. For preparing distinctve correspondence; for 
the preparation of master copy to be photo 
graphed for offset; for typing metal and paper 
plates. Available with 12” carriage and any one 
of four specially designed type faces: secretarial, 
bold face, modern, and documentary. 

Nearly-level keyboard; inbuilt impression con- 
trol. Equipped with two space bars, for propor- 
tional spacing. One spaces the carriage two units, 
the other, three. An automatic word expander 
places one unit of space (1/32 inch) between 
each character automatically. The Executive 
model typewriter has a carriage paper ribbon, 
9/32” wide. Each character is printed with a fresh 
deposit of carbon. 

All-electric operation of entire keyboard and 
operational keys. Movement of the carriage 
measured in terms of units and not by the nul 
ber of characters. Proportional spacing give 
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OFFICE 
TYPEWRITERS 


Remington Rand Model KMC Typewriter. 
Royal Typewriter Co.'s Model KMM. 
L. C Smith & Corona Silent Secretarial. 
Underwood Corp. Electric Typewriter. 
International Business Machine Corp. 

Electric Standard Typewriter. 
Ralph C. Coxhead Corp. Vari-Typer, Model D-9. 


Justowriter Corp. Flexowriter. 
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each character the space required to conform 
with accepted standards of type design. An “i” 
takes only two units of space; an “m” takes five. 

A light touch releases keys. Uniform printing 
force, regardless of the operator’s touch. In work 
typed on this model the vertical white lines of 
ordinary typewriting are not present. Thus, the 
proportionally-typed page-is easier to read. Ex- 
ecutive typewriter type is slightly larger than 
pica type but requires approximately 15 percent 
less space. 


IBM Electric Hektowriter. 


Dimensions: 22144” x 1814”; black morocco fin- 
ish. Designed to prepare hectograph masters for 
liquid duplicating. Is also equipped with a stand- 
ard ribbon for general typing purposes. Avail- 
able with 12”, 16”, 20” carriage. 

Nearly-level keyboard. Inbuilt impression con- 
trol. Provision for two spools and ribbon guides 
through which the hectograph ribbon is fed. 
All-electric operation of keyboard and operational 
keys. To produce hectograph masters, a 9/16” 
wide hectograph carbon paper ribbon is used, in 
place of the use of hectograph sheet carbon. This 
ribbon feeds in back of the master sheet and 
moves only when the machine is typing. 

A light touch releases any of the keys. Every 
inch of carbon paper ribbon is utilized; the large 
waste areas are eliminated. Up to 450 bright, 
clean copies can be made from one typewritten 
master. 


Remington Rand Inc., 315 Fourth Ave., New York 
DeLuxe Remington KMC Typewriter. 

@ Height, 934”, depth, 1414”, width overall, 17’, 
carriage length, 11”, weight, 33 lbs., 4 ozs. Mater- 
ijals are aluminum (castings, frame, etc.), carbon 
steel, die castings, sheet metal steel, rubber 
(platen, feed rolls), plastic (key tops, platen 
knobs). Finish, two-tone grey (developed in co- 
operation with lighting engineers) .- 

Has keyboard margin control (instant margin 
positioning without raising hands from key- 
board). Key trip, for releasing keys jammed 
through mis-stroke. Unit construction; silent, 
lighter carriage return; 4-position, 3-track ribbon 
control; removable platen; all plastic keys. 

_Executype — Elite type with pica spacing for 
distinguished appearance. Typebar silencer which 
mutes sound, adds typing speed. Has page En- 
dicator. Standard front stroke. Longer writing 
line—up to a full extra inch of typing width on 
all carriage sizes. 

List price for 11” carriage, $174.50, plus Fed- 
eral excise tax. 


Remington KMC Typewriter. 


Same dimensions as DeLuxe model; also avail- 
able in 27” carriage length with 33” overall width. 
Weight same as DeLuxe model, somewhat heav- 
ier for longer carriage machine. Same materials 
as DeLuxe model. Black wrinkle japan finish, 
with nickel attachments. Keyboard margin con- 
trol, key trip, unit construction; silent, lighter 
carriage return, 4-position, 3-track ribbon con- 
trol, removable platen, all plastic keys. Standard 
front stroke; longer writing line. 

List price, 11” carriage, $149.75; 13”, $157.50; 
15”, $165.00; 20”, $210.00; 27”, $260.00—all plus 
Federal excise tax. 
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Remington Noiseless Typewriter. — 

Height, 103g”, depth, 16%”, width, 17” (1 
carriage) to 2434” (18” carriage). Weight 35 lh 
Materials same as other models. Finish same as fy 
KMC. Quiet operation; pressure printing; pag 
Endicator; pressure dial for extra carbons; r 
movable platens; all plastic keys; simplified spegj 
typebar (134” stroke, gives greater speed) 


Pressure printing as opposed to standard ham} ; 


mer blows. a 
List price for 11” carriage, $197.50; 12”, $21), 


14”, $220; 18”, $260, all plus Federal excise tax} , 


Royal Typewriter Co., Inc., 2 Park Ave., Ney 

York 16. 

Model KMM-11” carriage. 

@ Takes a sheet of paper 11” wide, writes a lin 
9” long. Materials—steel, chromium, Lucite, ani 
others; velvetone finish. Has Acceleraction (Roya 
designation of type bar action that moves faste 
and faster, adding speed and power, reachiy 
the printing point with maximum efficiency). Aj 
levers, links, and pivots are in parallel relation 
to each other. Links are parallel and horizontal- 
the levers parallel and vertical. This exclusiy 
feature guarantees a straight line “pull” actin 
for every type and key bar assembly. Stroy 
type bar to assure durability. 

Ball-bearing carriage construction for eax 
and speed of typing, as well as accurate alignment 
of the finished work. The carriage rides on a caw 
hardened steel track imbedded in a soft rail bed 
This track is the hardest piece of metal in th 
machine and promises a rail that will neither pi 
nor warp. Carriage rides along track on tw 
geared ball-bearings, for frictionless carriage 
travel and easy, accurate operation. 

Roller Trip Escapement contributes to speci 
and responsiveness of the accelerating type bar 
action and to smoothness of carriage movement 
Hard steel roller mounted on escapement whe 
eliminates friction. 

Mechanism is virtually dust-proof; in addition, 
special dust collectors catch erasing grit and pre 
vent any harmful abrasives from coming int 
contact with bearings and vital parts. 

Exclusive features: Magic Margin sets the 
margins quickly, accurately; Time Saver To 
provides protection from dirt and dust, yet lifts 
easily, automatically, so that user can clean type 
Ribbons can be changed quickly, without soiling 
fingers. Automatic paper lock irons the pape 
tightly against platen, subdues striking of th 
type, eliminates paper bulge. Price, $142.50 plus 
tax. Other Royal models (embodying construc. 
tion features already mentioned): KMM models 
with carriage widths 12” to 32”; the Key Se 
Decimal Tabulator; the Photo Offset Typewriter. 
Writing line width of these KMM models range 
from 11” to 31”. Prices range from $148.50 t0 
$277.50. 


Key-Set Decimal Tabulator Office Royal. 
Designed for speedy accurate handling of cd 
umnar tabulation. Key Decimal Tabulator a 
tachment consists of a row of tabulator keys 
above the upper bank of finger keys. Depressilié 
any one of these keys operates a corresponding 
tabulator blade at the rear of the typewriter 
This blade stops the carriage at a correspondilt 
decimal point or number denomination in 4 
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ymn. Valuable for statistical work, billing, and 
tabulating. Price (11” carriage), $155.00 plus 
tax. 
Royal Carbon Ribbon Photo Offset Typewriter. 
A two-purpose typewriter for regular corre- 
spondence and for photo offset work. May be 
used with a carbon or fabric ribbon. By remov- 
ing the ribbon spools in use and moving either 
of two small accessible levers located on the front 
plate inside of the typewriter, an operator may 
switch from regular correspondence to special- 
ized work for reproduction purposes. Price (11” 
carriage), $192.50 plus tax. 


L. C. Smith & Corona Typewriters, Inc., Syra- 

cuse 1, N. Y. 

Models Standard Super Speed and Silent Secre- 

tarial. 

@ Made largely of steel, with aluminum base. 
Carriage widths: 11”, 12”, 14”, 18”, 20”, and 
96”. Black wrinkle finish. Has automatic margin 
set; removable platen which permits interchang- 
ing hard, medium, soft, card, label, top index, 
bottom index, and address stencil platens; touch 
selector; half spacing; floating shift (the type 
segment moves, not the carriage). 

Also non-colliding type bars. Tabulators avail- 
able are: 1 key keyset, 1 key handset, 5 key key- 
set decimal, 10 key keyset decimal. Stops on all 
keyset tabulators are set and cleared individually 
from keyboard and may be cleared all at once by 
merely touching a lever on the carriage. At the 
present time only pica and elite type machines 
are made for stock, but a wide variety of type 
faces and keyboards are available. 

Silent Secretarial, in addition to its special si- 
lencing features, is equipped with paper fingers 
as well as a bail, and comes with two platens. 


Carbon Ribbon Machine. 

In addition to the conventional fabric ribbon, 
employs a carbon paper ribbon of single or mul- 
tiple ply for typing gelatin or spirit duplicator 
masters and copy for lithographic reproduction. 
Both ribbons may be used independently or to- 
gether. Carbon ribbon feature does not interfere 
with usefulness of machine for ordinary typing. 


Smith-Elliott Stencil Typewriter. 
Specifically designed for cutting Elliott Ad- 
dressing Machine stencils with maximum speed 
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and efficiency. Does not employ ordinary platens, 
but handles stencils without bending. Carbonizes 
letters from back of stencil to facilitate proof 
reading. 

Prices vary according to carriage width and 
type of tabulator, are subject to revision. Stand- 
ard, 11”—1 Key Keyset Tabulator, $147.50 plus 
tax; Silent, 11”—1 Key Keyset Tabulator, $172.50 
plus tax; Carbon Ribbon, 11”, $225 plus tax; Ad- 
dress Stencil, 11”, $200. 


Underwood Corp., 1 Park Ave., New York 16. 
Underwood Electric Typewriter. 


@ This model is streamlined in a functional man- 
ner. The standard typewriter keyboard is of an 
entirely new design for comfort, ease and speed 
of operation. All of the operating parts of the ma- 
chine, keyboard controlled, are electrically actu- 
ated. Automatic features for convenience and 
safety simplify the operator’s transition from the 
manual to this electric typewriter. : 

Has an electric carriage return, electric back 
spacer, electric space bar, electric shiftkey, elec- 
tric tabulator in addition to an electric keyboard. 
The machine is run by a constant speed of 110 
volt, 60 cycle motor. 

Capable of clearly manifolding up to 20 carbon 
copies. The pressure of the keybar stroke to the 
printing point is automatically controlled by a 
pressure indicator dial, located immediately above 
the keyboard at the right of the action. This dial, 
which is numbered from 0 to 9, enables the op- 
erator to predetermine the key stroke pressure 
depending upon the results desired. 


Underwood Standard Typewriter. 


This machine includes among its improvements, 
an accelerated typebar action, providing the 
rhythm touch. There is a new rhythm shift for 
high speed changing between small and capital 
letters, and a new ribbon action for positive ac- 
curacy, particularly when using a two color rib- 
bon. The width of the keyboard has been in- 
creased for greater finger ease and security. 


Underwood Noiseless Standard Typewriter. 

This machine, employing the pressure print- 
ing principle of writing, eliminates much dis- 
tracting noise when quiet is essental. Among its 
many features are the page end indicator, inter- 
changeable platen and extremely light touch. 


EXECUTIVE CHAIRS 


Art Steel Sales Corp., 300 East 145th St., New 
York 51. 


Model 103 Executive Arm Posture Chair 


@ Width 2114”, 18” depth. Wood is birch or 
maple; spring mechanisms of iron; genuine 
leather upholstery (arms upholstered as well). 
_ Improved control mechanisms with four ad- 
justments; noiseless casters. Seat height can be 
regulated, as well as height of back, pitch of 
back, and degree of spring tension. Price in the 
neighborhood of $75. 
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Cramer Posture Chair Co., 1205 Charlotte St., 
Kansas City 6, Mo. 
Model 7335, Alumin-Ease Automatic Senior Execu- 
tive Chair. 
@ Width of base, 2534”; caster spread, 22”; 
seat height adjustment, 1714” to 21”. Seat size, 
1814” by 17%"; back size, 1634.” by 18”; width 
between arms, 20”. Top quality aluminum con- 
struction; ball bearing action. Air-flow molded 
foam rubber cushion. Baked enamel finish. 
A new principle in posture seating, a new tilt 
mechanism which conforms to the natural action 
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EXECUTIVE 
CHAIRS 


Wells Office Furniture Co. 
Model 260! Executive Chair. 


Sikes Co. Model X 133 RL. 

Sturgis Chair Co. Model 1200. 

New Indiana Chair Co. Model 1411. 
Taylor Chair Co. Model 4814!/,. 

Art Steel Sales Co. Model 103. 

Royal Metal Mfg. Co. Model 740. 
Harter Corp. Model 700. 

General Fireproofing Co. Model 3507. 
Domore Chair Co. Model 632 


Aristocrat. 
Cramer Posture Chair Co. Model 7335. 
Milwaukee Chair Co. Model 522!/2. 


(T) | Murphy-Miller, Inc., Model 1471. 


(U) W.H. Gunlocke Chair Co. 
Model 626-R. 


(V) Stow & Davis Furniture Co. 
Model 60 A.S. 


(W) 8B. L. Marble Chair Co. Model 1939!/2. 
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of the body automatically and does not force the 
occupant into straight-jacket positions demanded 
by the conventional tilt chair. Oval seat, built to 
relieve pressure with air flow molded cushion of 
new design. Form fitting backs in two pieces also 
= foam cushioning, perforated for full air 
ow. 

Back tilts back, seat lowers down, glides for- 
ward on ball bearings. Adjust seat, back and 
tension control to the occupant, then everything 
else is automatic. Adjustments are effortless. 
Simple mechanical action. Adaptable to all sizes 
and weights. Complete bumper protection. Seat 
and back covers are removable. 


Domore Chair Co., Elkhart, Ind. 
Model No. 632, Aristocrat 


@ Seat, 21” wide and 18” deep; adjustable in 
height from 1714” to 20”. Oscillating backrest, 
20” wide and 18” high; distance between arms, 
21”. All executive models are available in various 
types of upholstery, including the new plastic- 
coated fabrics, mohairs, broadcloth, top-grain 
leather, and machine-buffed leather. They may 
be had in all standard finishes, including grained 
walnut and grained mahogany. 

The Aristocrat lists from $177.50 to $242.50, 
depending on type of upholstery and finish. 


General Fireproofing Co., Youngstown 1, Ohio. 
Goodform Model 3507. 


@ For the top executive. Shaped seat and shaped 
back cushioned with foam rubber. Aluminum 
— given a satin finish. Casters will not fall 
out. 

Adjustable, can be fitted to any individual. Seat 
can be placed at proper height; entire back can 
be raised or lowered; back can also be moved 
forward or backward; tilt tension can also be 
regulated, as can the angle between seat and back. 
Have a complete line of companion chairs with 
and without ars to match. 

General Fir proofing Co. model 3257, sug- 
gested for the division head, and model 3129, for 
the manager, round out this aluminum line of 
chairs for the executive. 


W. H. Guniocke Chair Co., Wayland, N. Y. 
Executive Chair Model No. 626-R. 


@ Width between arms, 19”, width overall, 2214”, 
sitting depth, 18”, height of back from seat ad- 
justable from 16” to 18”. Wood frame, leather 
. upholstery, and foam rubber and spring interior. 
Oak, walnut, green, and grey finish. 

This chair has foam rubber interior in the 
back, and a combination of foam rubber with 
_ Springs in the seat, comparable to the foam rub- 
ber seats of new automobiles. Completely adjust- 
able. The seat has a tilting action under tension, 
as has the back. Interesting feature is the arm, 
which is steam-bent in one piece with the arm 
support. 

Price determined by retailers. 


Harter Corp., Sturgis, Mich. 
Executive Chair Model 700. 
@ Height overall, minimum 35”; from seat to 
top, 1814”. Seat, 2134.” wide, 20” deep, 4” thick. 
Height adjustable 1714” to 2014”. Back, 19” wide, 
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17” high, 4” thick. Arms, 314” across at widest 
point; 20” spread between. Casters, 2” diameter, 
ball bearing, soft rubber. ; 

This model has Harter’s new one-piece swivel 
base, stamped from a single sheet of formed stee] 
and arc-welded throughout. Upholstered in Good. 
all Gros Point fabric, which is 100 percent mohair 
frieze. Easy adjustment by two separate hand- 
wheel controls for seat height and tension for 
seat tilt. Collier-Keyworth heavy duty chair con- 
trol is standard on this model. Precision fit of 
shaft into the Harter base eliminates side-sway A 
and squeaking. 

U. S. Koylon foam rubber cushions the seat, 
back, and arms. Rubber is soft and resilient. Fin- 
ish on metal parts is baked enamel, two coats, 
Choice of metallic grey, green, or brown; also 
grained walnut or grained mahogany. This chair 
is one of two in Harter’s President suite, which 
also includes the No. 710 side armchair. 


Model C-1500 Executive Chair. 


Height overall, minimum 3314”. Seat to top, 
1714”; seat 19” wide, 171%” deep, 314.” thick. Seat 
height, adjustable 1714” to 21” from floor. Arms, 
114.” wide. Width between arms, 20”. Height of 
arms from seat, 814”. Casters, 2” diameter ball 
bearing, soft rubber tread. 

Coil spring construction, covered with soft pad- 
ding. This model also has Harter’s new one-piece 
swivel base. It is the first to eliminate castings, 
nuts, screws and bolts. Outstanding feature of 
the new base is the oil-impregnated bronze bear- 
ing on top of the sleeve which removes possibility 
of squeaks caused by the revolvi: action. This 
model can be had upholstered in Koroseal, mohair 
fabrics, plastic-coated materials, corrected top 
grain or deep buff standard leather. Metal parts 
can be metallic grey, brown, green, grained wal- 
nut, or grained mahogany finish. 

The C-1500 is one of four in Harter’s C-1500 
suite which includes two swivel chairs, the C-1500 
with arms and the C-1530 without, and two side 
chairs, the C-1510 with arms, and the C-1520 
without arms. 


B. L. Marble Chair Co., Bedford, Ohio. 
No. 401212 AF, Executive Posture Chair. 


@ Height of back from seat, adjustable from 
1914” to 21”. Sitting depth, 1812”; width of seat 
at front, 2314”; width between arms, 20”. Molded 
foam rubber filling in the seat and back. Fabric 
covering on seat. Conservative in size but ample 
enough for a large person. Flexible spring-con- 
trolled back can be adjusted up or down, forward 
or backward to any desired position, The ter 
sion of the tilting back can be varied to meet in- 
dividual requirements. These adjustments can be 
quickly and easily made without tools. This model 
is available in walnut only. Price, when uphol- 
stered in corrected top grain leather, with fabric 
seat, $157.20. Companion chairs available. 


Model 193912 Executive Posture Chair. 

Newest chair in this group. Height of back 
from seat, adjustable from 20” to 22”. Sitting 
depth, 1814”; width of seat at front, 22”; width 
between arms, 1934”. Made in three woods, up- 
holstered in top grain leather; in oak or birch, 
$99.50, in walnut, $101.50. When upholstered in 
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A "TRIUMPH" Desk Set with 
Italian Marble base. 


Start your Christmas planning now! Sheaffer's complete line of 


fine writing instruments offer you a simple and practical solution 
to your holiday gift problems. You can select an appropriate and 
economical gift for customers, employees and friends. 


What could be more fitting, for example, than a Sentinel ensemble 
for office personnel? And what customer won't appreciate the 
beauty and practicality of a "TRIUMPH" Desk Set? Whether 
you or your firm wish to spend $1 or $150 on Christmas gifts, 
Sheaffer's offers the solution. Why not simplify your Christmas 
shopping problems by ordering now . . . while delivery is still 
fast, stocks still complete. 


W. A. Sheaffer Pen Co. 
Fort Madison, lowa 


Listen Every Sunday to Sheaffer's Parade with Eddy Howard—NBC Network: 3 P.M. 


E.S.T.; 2 P.M. C.T.; | P.M. M.T.; 12 Moon P.T. 


Listen Every Saturday to Sheaffer's Adventurers Club—CBS Network: 11:30 A.M. E.S.T.; 


10:30 A.M. C.T.; 9:30 A.M. M.T.; 8:30 A.M. P.T. 
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The "TRIUMPH" Sentinel 


Ensemble. 
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*New name for Ticonderoga plastic tip. 
Joseph Dixon Crucible Co., Dept. 87-310, Jersey City 3, N. J. 
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medium buff leather, about $10 less. Companig, 
arm chairs accompany this model. 


Milwaukee Chair Co., 3022 West Center St., Kj. 
waukee 10, Wis. 

Executive Posture Chair, Model 5221/2. 

@ Width between arms, 20”; depth of seat, 18” 
Solid walnut frame; upholstered in full top graip 
leather or soft fabric. Seat, back, and arms ay 
made of air foam rubber, furnishing the utmog 
in sitting comfort. Saddle seat, shape of the back 
and pitch of the arms to give correct posture 
The shallow seat affords sufficient space betwee 
the edge of the seat and the user’s knees to elim. 
inate pressure that might interfere with the blog 
circulation. The short arms enable the user t 
pull the chair right up to the desk, so that whil 
in a comfortable working position, he has th 
proper back support. 


Height of back and height of seat can be ad. 
justed to fit the user. This model lists at $199, 
Also have a line of junior executive posture 
chairs and clerical posture chairs. 


Murphy-Miller, Inc., Owensboro, Ky. 
Model 1471 Executive Chair. 

Seat size 2214” x 1914”; height of back 221,” 
Casters are 2” ball bearing. Foam rubber cush- 
ioning. Upholstery material is Duran or leather. 
Can be supplied in either walnut, mahogany, limed 
oak, or silver fox finishes. Chair pictured is up 
holstered in black Duran; however, a wide choice 
of colors is available in Duran to satisfy the trend 
toward colorful installations. 


Equipped with Collier-Keyworth tilting mech- 
anism. The chair is shipped individually cartoned. 


New Indiana Chair Co., Jasper, Ind. 

Model 1411, Junior Executive Posture Chair. 

@ Width, 2514”, width between arms, 18%’, 
depth of seat, 18”, height of back from seat, ad- 
justable between 17” and 1914”; height of seat 
from floor, adjustable between 1814” and 2134"; 
spread of base, 26”. 

Made of walnut and birch, or simulated walnut, 
mahogany, and oak. Upholstered in real leather, 
various colors. Flexible spring action, adjustable 
back, 2” ball bearing casters. Joints are double 
dowled or chucked and glued with screw reit- 
forcements. Height of both back and seat indi- 
vidually adjustable to personal measurements. 
Separate action backrest. 

This model introduces the Comfront design 
represented by the gentle slope of the front rail 
which follows the contour of the calf, allowing 
the legs to take their correct position squarely 
on the floor when the occupant is using the back 
support. Also eliminates the chafing discomfort 
against the legs; permits trousers and skirts t0 
sted straight without bunching up under the 

nees. 


Royal Metal Manufacturing Co., 175 North Michi- 
gan Ave., Chicago 1. 

Model 740 Executive Chair. ‘ 

@ Flex-spring seat, 21” wide at front, 18% 

wide at rear; adjustable in height from 1744" # 

21”. Well padded backrest. Base is of one plete, 
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For Homes, and Business 
or Professional Offices 


@ Whether your library is numbered in dozens 
or thousands, Globe-Wernicke Sectional Book- 
cases are always just right! Each unit is com- 
plete; you simply add more sections as your 
library grows. 

And they are handsome pieces of 
furniture that you'll be proud to own. 
Rich wood—quartered oak, genuine 


or imitation walnut or mahogany—expertly dried 
and seasoned, worked by skilled cabinetmakers 
into bookcases of lasting beauty. Simple, classic 
designs harmonize with period or modern furni- 
ture. The sectional feature permits rearrange- 
ment of units whenever desired. See them now 
at your Globe-Wernicke dealer— 
or write The Globe-Wernicke Co., 
Norwood, Cincinnati 12, Ohio. 


Now! They’re Back! 
Globe-Wernicke’s Famous 


SECTIONAL 
BOOKCASES 


Only Globe-Wernicke 
Sectional Bookcases 
Offer All These 
Advantages: 


©@ Top quality materials and work- 
manship assured by more than half 
a century of leadership in this line. 

@ G/W developed Equalizer provides easy, silent oper- 
ation of space-thrifty doors. 

®@ Special construction gives maximum protection 
against dust and moisture. 

@ Standardized design means that units can always be 
matched—perfectly. 


Filing Equipment & Supplies 


e- Wernicke ase" 


SECTIONAL BOOKCASES 


October, 1947 OFFICE MANAGEMENT AND EQUIPMENT 


sie oe a EN DO NN 
Panion 
J ee ! 
as the ee 
ION >, ; 
be ad. ADD A SECT {> | 
sti aie LIBRARY GROWS! © A ite 4 
Ss —_ = a 
} HANDSOME PIECE © FR 00KS! - J 
REAL PROTECTION FOR iY 4 if J 
a SE ‘ 
» limed Te ' 7 866 | 
choice ~: = ™ : Pi 
» trend ma = y | 
wall = oe = ae | 
_ Neag "aay 
3 S32) Mig, . BY i 
. le ttt ah, . 4 : 
18%, ee | 
me ea eg! | 
valnut, j 
eather, —/ ~ 
ustable mh Seam (t & | 
_ hh I 
r cai | 
7 ie ee ere y _ fF 
ee 9 | 


KIL-KLATTER’S soft voice increases office 
efficiency; enables everyone in the office to 
get more work finished with less wear on 
the nerves. Made of resilient OZITE all hair 
felt, KIL-KLATTER absorbs sound and shock. 
Dent-proof top, skid-proof bottom. Fits all 
typewriters and many other office 
machines. 


AMERICAN HAIR & FELT COMPANY 
The Merchandise Mart, Chicago 54, Illinois 


AT YOUR STATIONER’S OR 
OFFICE SUPPLY DEALER 


~KUEKIATIER | 


THE SCIENTIFIC TYPEWRITER PAD 


welded construction, with ball bearing swivel 
casters for easy mobility. Upholstery materia] 


_ can be obtained in sixteen colors of leather, 
| thirty-two colors of Tuf-Tex leatherette, or ning 


colors of cloth fabric. Chrome-plated kick-plates 


| protect the finish. Described as one of the many. 


facturer’s square tube line for the office furni. 
ture field. 

Have No. 750 series of chairs and settees har. 
monizing with this model. 


Sikes Co., 20 Churchill St., Buffalo 7, N. Y. 
Model X133RL Executive Posture Chair. 


@ Height of seat from floor, 1714.” to 2014”, front 
edge; maximum height from seat at back, 171,’; 
width between arms, 20”; sitting depth, 18”. Up. 
holstered foam rubber seat, upholstered back, 
Mahogany or walnut finish on birch. Can be fur. 
nished in walnut but this is a temporary situa. 
tion and a quota basis will apply. Has patented 
Fixed-Floating seat which is designed to allow 
the feet to remain firmly on the floor at all times, 
Kradl-Tilt back. Easily operated hand adjust. 
ments. Model pictured in this article shown with 
plastic scuff plates to protect top of chair bases; 
extra charge of $2.50 for these plates. Price 
$99.50 Walnut, price $107. 


Stow & Davis Furniture Co., Grand Rapids, Mich. 
Executive's Arm Swivel Chair No. 60-AS. 
@ Width of seat, 25”; sitting depth, 20”; height 
of back from seat, 26”. Hardwood frame with 
large corner blocks glued and screwed in position. 
Full webbed seat and back; springs eight knot 
tied. All hair-filled and muslin covered. Solid 
brass nail trim. Leather is top grain. 
Hand-tailored loose spring-filled cushion and 
posture back for comfort in upright working and 
relaxed lounging positions. All exposed wood is 
solid walnut and the finish is lacquer, hand 
rubbed to a dull gloss. 


In current production and available at Stow 
& Davis’ exclusive dealers through whom prices 
will be furnished. 


Sturgis Posture Chair Co., Sturgis, Mich. 
Model 1200 Executive Swivel Arm Chair. 


@ Seat height adjustable 17” to 20”. Seat, 3” full 
cushioned; arms, 134,” padded arm rest. Uphol 
stery material leather, versilan, or cloth. Frame 
is all steel construction, with all joints welded. 
Light weight streamlined base with full length 
polished stainless steel scuff plates. The metal 
parts of the chair are Bonderized to preserve the 
finish. Also, the underparts of the chair have been 
coated with sound deadening insulation. 

chair also has ball bearing, soft rubber plate 
wheel casters which revolve within the base. 
Price, upholstered in versilan, a plastic coated 
fabric, $64; cloth $66; leather (as available) $69. 


Taylor Chair Co., Bedford, Ohio. 

Model 481412. = 4 
@ Height of back from seat, 18” to 20h 
ting depth, 18”; width between arms, 194% 
width of seat at front, 2114”. Hinged back for 
continuous support of any position. No sag 
springs; chair action free and easy; adjustable 
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Unsurpassed for reliable, all around 
performance. Revolving disk for all 
sizes pencils, crayons, etc., and 
famous deeply undercut cutters. 
Receptacle: Transparent or solid 
am Nickeled Steel. 


New a | 
DEXTER Plastic... ‘s 


Features double bearing cut- 
ter suspension .. . an Auto- 
matic development in use 
for years. Also centering 
disk for various size pencils, 
long life cutters and steel 
pencil stop. 


PREMIER IS BACK 


The Premier machine with its pat- 
ented Automatic Feed is now in 
production. Receptacle: Trans- 
parent or solid Nickeled Steel. ; 


lutomalic PENCIL SHARPENER we." 2c icc 


_ oe PLYMOUTH RUBBER COMPANY, INC. = 
FOUNDED 1896 The Largest Rubberizers of Cloth in the World cANTON, MASS. 
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rubber back stop. Suncro-tilt chair action contro}, 
Incorporates every posture adjustment in maxi. 
mum range. Generous seat. Styling complement. § 
ary to any type of private office installation. Up. 
holstered with DuPont’s Cavalon, or full top 
grain leather all over, except top of seat which 
is Gros Point frieze. Wood is walnut. Casters are 
ball-bearing, 2” dia. 


Wells Office Furniture Co., 725 South La Salle St, 
Chicago 5. 

No. 2601 Executive Swivel Chair. 

@ Seat, 23” wide, 22” deep; back, 2114” high. 
Selected hardwood frame, covered with Duran 
or leather. Spring seat; foam rubber available. 
Casters are 2” ball bearing. In walnut, grey, or 
green. Has posture shaped back; roomy, com- 


“Right down the alley”? | ‘oravie. 


Has steel swivel mechanism; strongly built. 
OF EVERY SMART OFFICE MANAGER! Built-in posture back combines the benefits of 


posture with conventional appearance. List price, 


em Oo K J — $53.90. 


Attack on Office Costs 


STAINLESS STEEL FILE SIGNALS — page ad aia al aie ieee I 
enry A. McCashin, of R. H. Macy Co., New 

AND PAPER CLIPS York, and Arthur B. Porter, office manager, Hood 

Rubber Co., Watertown, Mass., will participate 


in a panel discussion on office costs which will 
i include questions and answers on systems and 
procedures, determination of staff requirements, 

= 2 a 2 “a 30 ET) 3 


and the determination of office equipment require 
THESE INGENIOUS FILE SIGNALS ments. 
5 — — INSTANTLY AVAILABLE Coleman L. Maze, vice-chairman, Department 
d to file cards or ledger sheets, these signal i i 
pn ag > of facts for instant reference—saving hou of “ raga eee yo In a Sa an 
~~ t e in busy offices. Made of Stainless steel in 12 or niversl y an vice presl ent Oo e 
oo one po sf Ses svetems. Will remain | in charge of the Office Management Division, will 
attach, relocate, remove—yet uy cieaye cae ‘oun oe Do lead the session on increasing office productivity, 
on request: which will outline the experience of companies in 
establishing standards by which clerical workers’ 
efforts can be judged, experience with incentive 
payments of office workers similar to those in use 
for factory workers, and work simplification from 
- the standpoint of the worker. 


“BULL DOG" At a session on employee attitude, Claude V. 
PAPER CLIPS McBroom, director of personnel and methods of 
Made of thin spring steel | the Meredith Publishing Co., Des Moines, Ia. 
for attaching papers to | and others will explore techniques in determining 
gether, enclosures to letters, sigs: ‘ , 

ete, Special patented tongue | employee opinion. The handling of worker griev- 
prevents side slip. Easy to | ances in office organizations with and without 


attach or remove. The ‘ i. 
smart clip for the modem | union contracts will be compared. 


office! 


Now in Session 
The new Institute on Systems and Procedures es 
tablished at New York University is giving three courses 
designed to provide businessmen with practical on-the-job 
knowledge necessary for simplifying operational tasks. 
The courses, held in the evening, include Fundamentals of 


a - a - - Office Systems and Procedures, Form Design and Control, 
BULL DOG BURRO and Systems Problems of Small Businesses. 
LETTER CLIPS INDEX TABS The courses were developed with the cooperation of am 


*advisory committee under the leadership of H. Ke 


THE H. C. COOK CO., 18 BEAVER STREET, ANSONIA, CONN. Marks, president of the Systems and Procedures Associa- 
Every Cook Product Unconditionally Guaranteed tion of America. 
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| WWTRODUCING THE NEW 


Here is the Desk Tray that stands 
out against all other trays. Gracefully 
designed and streamlined, these trays 
will not only add to the appearance of 
your office, but also give you the ut- 
most in office efficiency. 


Made of aluminum, they are expert- 
ly finishd so that there are no rough 
or sharp edges. Exceptionally strong, 
you can stack them as high as you 
wish. 

Available in both letter and legal 


size and in five finishes including the 


current popular metallic gray and sa- 
tin finish aluminum. 


See your stationer first. If be cannot 
supply you, send us his name with 
your order. 


DISTINCTIVE % “RADIUS 
STREAMLINED CORNERS 


SATIN SMOOTH 
CORNERS FOR 
GUARANTEED SAFETY 


CUT OUT TO GIVE 
EASY ACCESS AND AVOID 
FUMBLING FOR PAPERS 


DOME FEATURE 
PREVENTS SCRATCHING 
DESK OR TABLE 


STURDY ALUMINUM POSTS ba 
FOR STACKING INTO 
TIERS MAHOGANY -WALNUT-— GREEN 


2% DEPTH AFFORDS 
MAXIMUM CAPACITY 


(Se mamta ee = 


~ FIVE FINISHES 


GRAY-— SATIN FINISHED ALUMINUM 


95 ATLANTIC AVE.. BROOKLYN 2, N. Y. 


TRiangle 5-8831 


DEPT. M10 


Z 


COMPARE: 
Our low price and 


high quality make 
APEX the best! 


Se 
TS eS ee 


EMPLOYER'S NAME, 
ADDRESS 4 S. S. NO. —_ 
PRINTED HERE 


NO INCREASE 


STATIONERS 
WRITE TODAY FOR 


TRADE DISCOUNTS 
AND FREE SAMPLES. 


= 


OVER 1946 PRICES! 


October, 1947 


~ MONEY? TIME? | 


Saue ‘em both with 


APEX 1947 W-2 


WITHHOLDING STATEMENTS 


These time-saving forms are approved by the 
Bureau of Internal Revenue. Snap-out con- 
struction, interleaved with one-time carbon, 
imprinted with your name, address, and S. S. 
No. Apex will also furnish you with Special 
Window Envelopes to fit Apex W-2 Forms. 
SPECIAL APEX FEATURE: 

5 Part Set including ANY STATE FORM at 
no additional cost! Forms are supplied singly 
or in continuous strips. Order Today!! 

3 DAY DELIVERY of imprinted forms — 
blanks shipped same day. 


Write now for FREE SAMPLE and price list. 


APEX BUSINESS SYSTEM 


ware % 
NASSAU STREET 
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LITTLE GIANTS 
OF EFFICIENCY 


GRAFFCO Signals and Map- 
tacks are sturdy business 
builders for you. 


Properly planned for, they 
help to sell the system and 
they make it more efficient, 
once installed. 


GEORGE B. GRAFF CO. 


54 Washburn Avenue 
Cambridge 40, Mass. 


Job Security 
(From page 61) 
by the supervisor are studied. Sometimes an ge. 
ecutive’s functions have grown beyond his powe 
to perform them. Many times loss of efficieng 
may be traced to personal problems. 

If at the end of the probation period the super. 
visor is not reinstated by his superior to the per. 
manent list, his case then must be brought befor 
the termination board. He has a right to a hear. 
ing and may present any material facts to sup 
port his case. Only after a determination by the 
board may he be discharged. In the event tha 
the decision of the board is not unanimous, the 
supervisor has a right to appeal to the general 
manager of the company. 


For rank and file 


Procedure for the rank and file employees js 
the same, except for the following differences: 
The term of probation is from two to four weeks 
and the ruling body is a junior termination board 
made up of individuals more closely in touch with 
the problems of rank and file personnel. The 
assistant controller, the personnel manager of 
the office division, and a junior executive in the 
sales department serve on this board. A member 
of the personnel department acts as an adviser 
during the probation period. While the decision 
of the junior termination board is final when it 
decides in favor of an employee’s retention or re- 
instatement, an employee may appeal to the senior 
termination board if a ruling is adverse to his in- 
terest. 

Personal problems are frequently found to be 
the source of inefficient performance. For in- 
stance, one man who was placed on probation 
proved to be on the verge of a nervous breakdown. 
He was losing confidence in himself. Following 
the discussion and solution of the individual's 
problems, the personnel department ordered him 
to go away for two weeks’ rest and relaxation. On 
his return, completely composed and refreshed and 
with confidence regained, the man easily made the 
grade during his probation period and was perma- 
nently reinstated. 

The value of probation and attempt at prob- 
lem analysis was well demonstrated in the case 
of a mail department messenger. Discharge in 
this case was warranted by failure to carry on his 
duties and frequent absences. But the personnel 
department, delving into the case, recommended 
that he consult a psychiatrist. The specialist 
made a diagnosis of claustrophobia, the underly- 
ing reason for the man’s decreased efficiency. 
Treatment was started and the psychiatrists 


, recommendation that his duties should be changed 


so that he was no longer obliged to travel it 
crowded subways and buses with messages was 
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there are plenty of office 


jobs for DYPLISTICKERS 


DUPLISTICKERS are saving time and money in offices and 
factories today. While they serve the same purpose 
as roll labels, Duplistickers’ gummed, perforated 
letter-size sheets are easier and quicker to fill in 
on the typewriter—as easy as typing on a letter- 
head. And Duplistickers are a real economy .. . 
offering three-and-a-half times more stickers 
than roll labels! 


FOR LETTER FILE INDEXING. Duplistickers are widely used 
for marking and indexing of tabs on letter-file 
folders, etc. Addressing is faster, and ~~ 
Duplistickers cost considerably less per 
thousand labels than other types of 
gummed labels. 


SPEED DUPLICATE MAILINGS. 
With one operation, it is pos- 
sible to do all the addressing 
required for two, three or four 
different mailings. Single 
mailings can be done more 
quickly too because thirty- 
three addresses can be typed 
with one insertion in the 
typewriter. Ideal for address- 
ing envelopes, circulars, 
samples, catalogues, etc. 


MANY OTHER USES for Du- 
plistickers in offices, factories, 
schools, Particularly conveni- 
ent and practical for address- 
ing heavy duplicate record 
cards of all kinds. 


FIVE COLORS. Available in 
white, blue, pink, green, 
canary, Twenty-five perfor- 
ated gummed sheets in each 
Duplisticker package, with 
thirty-three 21/4,” x 1” stick- 
ers to a sheet—825 stickers 
in all. Retails at 50c. 


EUREKA SPECIALTY PRINTING CO. 


STATIONERY DIVISION 
DEPT. OME, SCRANTON, PA. 


October, 1947 
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MAKE IT FIRM! 
JAC-A-DESK 


TRADE MARK 


the new, improved, telescoping 
typewriter desk leg 


Steadies your desk, eliminating vibration 


Makes platform firm and solid 7 6 
each 


Stops typing on a springboard 
Stops uneven-looking work 
Improves typing efficiency 


For top efficiency every typewriter must have a firm 
foundation. To be firm the typewriter desk platform 
must have a third point of suspension—Jac-a-Desk is 
the third point—stoppping vibration, improving touch 
and action, elminating skipping and piling up, and 
stopping unnecessary wear of desk and typewriter. 
Sales and quick profits are made wherever the Jac- 
a-Desk is shown as it is the answer to a real need. It 
is instantly adjusted to the desk, or desk leaf, and 
instantly removed, telescoped together and stored 
beside the typewriter. 


Canadian Distributor: Underwood Limited 
135 Victoria Street, Toronto, Canada 


IF YOUR LOCAL DEALER CANNOT SUPPLY YOU, 
ORDER DIRECT 


GONCO MFG. Co. 
1259 South La Brea, Los Angeles 35, California 


I 
| 
I 
CD Please send me........ Jac-a-Desks @ $3.75 ea. , 
check enclosed [ bill us ) COD I 
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followed. Instead, he was assigned to work on 
the floor where he felt he was among friends. 
Now this messenger is cured and has earned a 
promotion. 


Practical aid 


Financial causes are often found responsible 
for the breakdown of efficiency. For example, a 
junior executive, who had slipped on the job to 
the point of discharge, was actually driven to dis- 
traction by financial problems relating to the 
home he had recently purchased. Desperate to 
escape from unsatisfactory living conditions with 
in-laws, he had paid far more for the house than 
his earning capacity warranted. Threatened with 
the loss of his home that meant happiness and 
welfare of his family, he had become frantically 
worried so that he was no longer able to put his 
mind on his work. . 

Since Mr. Revson holds that all the resources 
of a business organization should logically co- 
operate in solving personnel problems, the direc- 
tor of personnel asked Revlon’s accounting de 
partment to work out a solution for this acute 
financial crisis. An additional loan was thus ar- 
ranged to tide over the critical situation, reliev- 
ing pressure on the executive. The department 
was also successful in providing for the re- 


arrangement of mortgage and interest payments 
so that these were more equitably distributed jp 
relation to the man’s income. As the problem was 
worked out, the man’s anxiety was relieved, ang 
he could give normal attention to his duties, mak. 
ing a satisfactory adjustment. 

If an executive or employee is separated from 
employment, after the procedure of the job ge 
curity plan is followed, he receives severance pay 
based upon length of service, as well as his ae. 
cumulated vacation money. This gives him some 
security during the time that he must spend jp 
looking for another position. 


Pension plan 


The Revlon employee pension plan naturally 
fits in with its job security program. To make 
employees aware of its advantages, the personnel 
department has distributed booklets describing 
its details. These are as invitingly modern and 
colorful as the firm’s own advertising—simply 
and clearly worded. Consequently, they are read 
with attention and employees really know how 
the plan functions. 

Covers are light blue, the front one half the 
length of the back. The six yellow leaflets within 
are stapled at the top so that they open upward. 
Each page extends half an inch below the pre. 


Illustrated here in this cross-section view 
is the latest scientific inking principle. 
Fresh ink travels by capillary action di- 
rectly to the pen-point. 


This eliminates the large shallow dip- 
compartment which, as commonly used 
to feed pen-points, causes deterioration 
and waste of ink. This new way, the 
last drop of ink in the container — as 
fresh as the first — is fed directly to 
the pen-point, and there is no waste. 


New Capillary-Action Handi-Pen Desk Sets 


by Sengbusch 


. « . with new inking principle — new writing ease — new beauty that 
pleases everyone—new efficiency that meets most rigid office requirements 


Fee 
_ 
cur 
tou 
cut 
siz 


> 


Te.agowvearsk Fs 


Here is a desk set with unsurpassed per- 
formance features, heretofore unknown 
in any inverted bottle type unit. It has 
the style, efficiency, simplicity, econ- 
omy, cleanliness, and safety from 
spillage that appeals to every one. 
Those who have used the new Handi- 
pen desk set call it the writing cham- 
pion. They like the smooth, effortless, 
instantaneous writing with fresh ink— 


and the wide variety of pen-points that 
permits selection for individual writing 
styles. These points are iridium-tipped, 
too—for long life. The set itself holds 
a long-lasting supply of fresh ink— 
there is no waste or deterioration. 

Save time, ink, and slow-ups on desk 
work—give your workers the writing 
satisfaction they have always wanted. 
Order now from your stationer. 
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Sengbusch Handi-pen desk sets are sub ( 
plied in pleasing two-color com . 
Sets retail from $3.25 up. 


——r 


Sengbusch Self-Closing Inkstand Cs 
1107 Sengbusch Bldg. ne 3, Wise. 
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wea! NOW Back on the 


‘m| Sharpening Line—3 
«~1 Big BOSTON Models 


urally Rauger 


make Double Bearing 
sonnel All the famous me- 


ibi chanical features of 
age. the Boston with extra 
n and rugged construction 


j bodied in a modern 
imply yseeertelr exterior of 
> read unusual beauty. It’s 


how & oder at every point. 


If the 
vithin 
ward. 
2 pre- 


| wost 1ON es 
136 FEEDER 


Feeds the pencil itself 
—Centers them ac- 
curately. Made for 
tough service — 15 
cutting edges, over- 
size chip receptacles. 


Its eight-hole guide 
-2= adjusts instantly to 
tly “ any popular - sized 


pencil. Its 15 edge 
cutters give 25% 
greater speed, ser- 
vice and longer life. 
It sells itself. 


Be sharp... 
always specify 


BOSTON 


PENCIL SHARPENERS 


C. HOWARD HUNT PEN COMPANY 


CAMDEN, N. J. 
SPEEDBALL PENS 


HUNT PENS 


1947 | October, 1947 


w * bh 
TEMPO FILM STENCIL 


* It’s in a class by itself! Speeds production, 
turns out cleaner cut stencils, better copies. 
Preferred by operators. 


. 
TEMPO INTERLEAVING TRAY 


Now back in production. 
Slipsheets up to 200 
copies per minute. 
Nothing like it on 
the market — one 
demonstration 
will sell any dupli- 
cator user. 


Manufactured by 


MILO HARDING CO. 


ESTABLISHED 1904 
432 West Pico Boulevard @ Los Angeles 15, Calif. 


317 Third Avenue e Pittsburgh 22, Pennsylvania 
Department G 
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A COMPLETE LINE 
IS AVAILABLE 


% COLORED PENCILS 
* THICK .LEAD 


%* THIN LEAD CRAYON 
AND INDELIBLE 


*& COPYING AND 
MANY OTHER TYPES 


A request will 
bring your samples. 


NATIONAL PENCIL COMPANY 
aa _ SHELBYVILLE. TENN. eee 


220 FIFTH AVE. » NEW YORK. N_Y. 


You don’t need a super sleuth and baying bloodhounds 
to track down one of the reasons for high filing costs— 
the expense of replacing damaged file folders and guides. 
Rock-a-File reduces this expense to a minimum because 
supplies last longer with Rock-a-File side filing. Folders 
slide in and out sideways—there’s no cramming down of 
folders, no more mutilated tabs. 


Yes, Rock-a-File means real economy in supplies... 
and in floor space, too. It provides the same filing capac- 
ity as ordinary files in less than two-thirds the floor space! 
And Rock-a-File means economy in time . . . due to side- 


opening compartments, two or more persons can file at 
once. 


Filing is faster, easier and more efficient at lower cost 
with Rock-a-File. Get complete details of its many ad- 
vantages now—send for free descriptive folder today. 


COMPLETE ACCESSIBILITY—Entire contents acces- 
sible to two or more persons at once. All compart- 
ments can remain open. 

TIME SAVING—Open compartments do not block 
access to others in cabinet. No waiting to get at 
contents. 

LESS TIRING—Perfectly balanced compartments 
open and close effortlessly at finger touch. Fewer 
openings and closings. 

TOPPLE PROOF—Open compartments project only 
slightly—gravity center always within framework. 
ECONOMICAL—Supplies last longer. Folders slide 
in and out sideways. No more mutilated tabs and 
guides. 


A Nationally Advertised Product 


*Reg. U. 8. Pat. Off. Pats. App. For 


ROCKWELL-BARNES COMPAN’ 


Specialists to the Stationer since 1903 
35 East Wacker Drive Chicago | |! 
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The SENG Style V 
Chair Action Control 


satisfaction, 


i 


October, 1947 


MORE THAN EVER 
QUALITY-MINDED BUYERS 
LOOK FOR OFFICE CHAIRS 


With these 4 COMFORT FEATURES 


@ BALANCED TILTING—designed with a low ful- 
crum to prevent the danger of upsetting . . . 


@ INSTANT RESPONSE—to all movements of the 


@ FATIGUE-FREE ACTION — assured by scientific 
SENG design .. . 


@ NO SQUEAKING—silent, smooth operation . . . 


—offers each of these vital perform- 
ance features that provide increased 
working efficiency, plus the quality of 
craftsmanship and materials that add 
up to lasting service and customer 


IMPORTANT 


Folders today. 


RATT OA) 
casas 
3) i a 


| 1450 N. DAYTON STREET _ 
| CHICAGO 22, ILLINOIS 
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FOLD 


ERS 
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NUBIAN 


HEAVY DUTY FOLDERS 


prove the performance of any file. They are 
also smart containers for records to be taken 
to meetings or on the road. These folders are 
furnished punched for Acco fasteners, so that 
important sales or reference material may 
be bound into them where it will not be lost 
or misplaced. They keep personal popers in 
your desk drawer neat and orderly . . . they 
stand up straight even when overloaded. 
Ask your Wabash Dealer for Nubian Fibre 


ZUR LINEN RED [Ee 
SISO.) Go ST ae 


ee 
By 


_ Raa Water St. WABASH, IWOl1ANA 
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When 
office 
scorkers use 
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POSTUR 
CH A/IR 


When you select office 
chairs, make no mistake in 
this important purchase. 


Go to your Sturgis dealer, 
ask to see the New Sturgis 
Posture Chairs. Examine 
them closely—look at the 
design — sit on them — test 
them any way you wish. 
Then ask your dealer to tell 
= the real inside story of 

turgis design for Posture 


comfort and how they will 
increase office efficiency. 


THE STURGIS POSTURE CHAIR CO 


STURGIS, MICHIGAN ‘* . 


Us 
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ceding one, with its subject announced at the f 
in boldface type. On the first page, “A brights 
future” suggests the introductory message “to 4 
men and women of Revlon.” Succeeding topiy 
featured include: “Who is eligible?—How do yy 
participate?” “Who pays the costs?—What a 
retirement benefits?” “When do you receive yoy 
pension?—What happens if you leave?” “Pp 
visions in case of death before and after rej 
ment,” and “How is the plan administered? 
What happens if it’s discontinued?” 

Revlon Products Corporation pays all costs ¢ 
the employees’ pension plan, except the tax to ¢h 
government on a small portion of the premiy 
paid by the company, in accordance with Treasup 
Department regulations. Annual pension incon 
equals 25 per cent of the employee’s base salan 
With a yearly increase in salary sufficient to af 
ford at least $10 additional income on retiremer 
date, an annual increase is made in pension be. 
efits. If an employee leaves the company befor 
he is eligible for retirement benefits, the pensin 
committee may advise the trustee to turn the per. 
sion contract over to him, permitting him to eo 
tinue the payments himself or convert the polie 
into a fully paid-up contract. 


The program of job security and the employe 
pension plan makes a nice personnel package for 
the Revlon working staff. Mr. Revson is satisfied 
that his experiment has perked up his organiza. 
tion, increased his output, and developed a greater 
esprit de corps. He has only one question to ask, 

“Why didn’t we do it before?” 


Time Study in the Office 
(From page 68) 


pared only with a figure which represents a nor- 
mal day’s work, because that is what the salary is 
paid for and any production less than that normal 
figure is a labor loss, plain and simple. The office 
manager who does not know what the normal 
times are for doing the work in his office does not 
know what labor losses consists of and perhaps 
he does not believe there are any. 

Because all persons do not work at the same 
speed or produce the same amount of work each 
day, it is unfair, and poor personnel practice, to 
pay all the same salary. It is hard to see how the 
amount to be paid can be set without the normal 
times for the various jobs being a known quantity. 

A wage incentive system set on the basis of 
time studies is the best known method for recog- 
nizing differences in individual productivity. 
Coupled with a fair salary range based on job 
evaluation and merit rating, the wage incentive 
system, properly applied and maintained, is quite 
definitely one of the most important factors 
effective office management. 
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PROTECTION 


Look at your floors—if there are scratches and dents in 
ur tile or linoleum ... or holes in your rug... it is 

due to faulty casters and lack of protection for the sharp 

feet of your desk and chairs. 

If your floors are NEW — prevent this | 

costly damage by installing these 3 Floor 

Protection necessities. 


NO. 1 Roll-Master CASTERS 


Don’t be satisfied with the old-style 
“foor gouging” casters! Install ROLL- 
MASTERS today. ROLL-MASTER 
CASTERS use large, free-floating 
hardened steel balls in 
an underslung hardened 
machine steel raceway 
—making instant swivel- 
ing possible—preventing 
damage to the floors. 


FULL FLOATING 
e 


INSTANT SWIVEL 
a 


BALL BEARING 
Oxidized Copper Finish 


Soft or Hard Rubber 
2" Wheel 


NO. 2 No-Dent FURNITURE SHOES 


Every desk, table and cabinet 
should have NO-DENT FLOOR 
PROTECTION. These resilient 
shoes are inexpensive, made in 
square sizes 134”, 134”, 2” 
and 214”. Round sizes 15%”, 
134”, 2” and 2%4”. Protect 
your floors from dents 
and gouges with NO- 
DENT Furniture 
Shoes. Also keeps 
furniture in place. 


NO.3 Famous RUBBER CUSHION 
CHAIR GLIDES 


Sliding chairs over the floor and tip- 
ping them causes serious damage to 

f covering and creates irritating 
chatter and noise. An installation of 
Rice Noiseless Rubber Cushion Chair 
Glides will save you many times their 
cost over the years. Made in 7%”, 
11/16” and 114” sizes. 


SILENT CUSHION 
GLIDE 


RICE BROTHERS, INC. 


2900 EUCLID AVENUE CLEVELAND 15, OHIO 
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WRITE «. 


and 


TYPEWRITER RIBBONS 


4 


Look to WRITE 
for Good-looking Letters 


Your letters pave the way to prospective 
customers. For high-quality letters, 
supply your office staff with WRITE high- 
quality products. WRITE long-lasting 
carbon papers give cleaner copies— 
more copies . . . WRITE long-wearing 
typewriter ribbons turn out crisp, leg- 
ible letters. For satisfied workers and 
superior results, use easy-to-handle 
WRITE Carbon Papers and Typewriter 
Ribbons. 


Ask Your Dealer, or Write Us 
Today for Free Samples and 
Attractive Prices. 


* 
Immediate Deliveries 


si maeae 
a - 


420 Lexington Ave., 
INCORPORATED. _—CONew York 17, N. y. 
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Influence of Lighting 


Sa he T \ (IKKIGK VALKT (From page 66) 
Ee : 1 : . ‘ 
"i ng : glare ratings for specific lighting equipment jy 


; rooms of given size and finishes. In the megp. 
END ALL WRAPS PROBLEMS time, adherence to four basic concepts will assig 
— in the selection and use of lighting equipmey 


Office VALET Wardrobe Racks satisfactory for offices. They are: 
and Costumers end "wraps" 


problems, keep clothing “in (1) Avoid high brightness — shade windows 
press," aired on spaced hang- and shield light sources; the Illuminating Engi 
ers; provide ventilated spaces neering Society recommends brightnesses of |. 
for hats, overshoes and um- minaires not exceeding 400 footlamberts and the 
brellas. Save floor space, ac- shielding from view of fluorescent lamps fron 

commodate 3 persons per square foot. Fit horizontal to about 45 degrees below. 

in anywhere. Lifetime welded construc- : 

tion. Modern lines and colors. 6-place (2) Select lower brightn — for anger “a 

non-tipping costumers—I2 and 24-place as an example, a ceiling indirectly lighted to an 

4-foot racks. Endorsed by top office average of 400 footlamberts would be highly uw. 

planners —in industry—institutions—muni- comfortable in an office of any appreciable size 

cipal buildings—schools—professional use. whereas this same brightness is quite acceptabk 


in individual luminaires of moderate area. 

(3) Remove glaring brightnesses from the line 
of sight—mount lighting equipment as high a 
possible or practical (10, 11, 12 feet are desir. 


WRITE FOR able) ; be certain that employees do not face win- 
BULLETIN 
No. H4 dows. 
| 4) Increase surrounding brightness—recom 
VOGEL-PETERSON CO. *) Prty: 


mended reflectances are 80% for ceilings, 50-60% 
for walls, 35% for desks, files and other equip 
ment, at least 20° for floors, and 30‘% or more 
when possible. 

Good seeing will promote efficient office per- 
formance. That is axiomatic; but to assure good 
seeing, environmental conditions, the quality of 
the illumination, and the quantity provided must 
all be adequate. A deficiency in any one may 
well offset the value incorporated in the others. 
When all are properly coordinated, significant 
benefits result. Management may count on ip 
creased office performance through the use of 
better lighting and better seeing on a sound, 
economical, and humanitarian basis. 


624 So. Michigan Ave. Chicago 5, U. S. A. 


Thousands to Millions 

In the Commercial Controls story on page 86 of the 
September issue an error was made. The Post Office De- 
partment recently placed a large order for the new coin- 
operated automatic stamp vending machines made by the} @ 
company. However, the order was not as large as was in- 
dicated in the story. The Post Office placed an order for] © 
675 thousand dollars, not 675 million as appeared in our 
magazine. 


Training Directors to Meet 4 
Industrial training specialists from all sections of the 
United States, Mexico, and Canada will gather in Detroit 
October 16th through 18th for the third annual conference ( 
of training directors, sponsored by the American Society 
of Training Directors. : 
Outstanding men in the field of industrial education wil 
lead discussions covering all phases of this managemet! | — 
activity. Speakers will include representatives of industry, 
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Fulton De Luxe 
OFFICE PRINTING OUTFITS 


. also for DRI-KWIK Stamp Pads 
and Inks and a complete line of 
Numberers, Daters and other office 
specialties. 


No. 1/2 Fulton 
LINE DATER 


Write for our 
complete catalog 


100 FIFTH AV., NEW VORK CITY 10.N. 2 
FACTORY AT ELIZABETH 1. NLU. 


FULTON SPECIALTY CO. i 


Office Workers 
Love the Original 
Plastic Type 
Cleaner 


Because it's the mod— 
ern, efficient, completely 

thorough type cleaner! 

@Easily applied...just a gentle tap 
on the keys and presto...it's clean! 

@Clean...does not stick to hands... 
odorless. -will not soil clothing 
(no liquid to splash) 

@Inexpensive to use...longer lasting! 

@Sold by stationers throughout the 
country...used by business firms 
throughout the world! 

@Ask your stationer...or write 


NORTA DISTRIBUTING CO. 


1123 Broadway ©—-—S/New York 10, N. Y. 


i 


aw TRINER 


"AIR MAIL ACCURACY™ 


SCALES 


OVER-UNDER 
WEIGHT 
INDICATOR 
Hair splitting 


accuracy (no 
springs). 


Gives you 
the correct 
postage. 


Stops 
postage 
waste! 


No. 85—Triner Airmail Accuracy $7.60 


Beam Seale, 


Capacity: 9 oz. x 4% oz. graduations 


Over 190,000 Triner Scales sold to the 
U. S. Post Office Dept. 


25 West Broadway, N. Y. 7, N. Y. 
Dept. OM Barclay 7-8550 


AND 
= » ee 
ARMA GEM CLIPS FFICES apa NO-SLIP CLIPS 

ARMA SNAGPROOF 


Ideal fer 
Use 4 or 


mame CCH) = 


ARMA TAG WIRE 


ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH 
PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS, 
1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO 
CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. 


Consult your jobber—or write to us. 


PITTSBURGH CUT WIRE CO. 
1112.20 Galveston Ave. _ Pittsburgh (12) Pa. 


Plant No. 2 oe ay 
123-129 Morris St. Jersey City, N. J. 
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FINGER TIP CONTROL 
WITH THE 
POP UP PENCIL 


FOUR MODE 


oo & McCULLOUCH 


MANUFACTURERS OF 


_ "MEMORY MASTERPIECES" 


REG. U. S. PAT. OFF. 


AURORA, ILLINOI 


"*MANUFACTURERS OF QUALITY SINCE 1903" 


COUNTER HIGH CABINETS 
Style 2CH. 42'' high, 34"' wide, 18" deep. 
Solid construction. 
Style 


Two adjustable shelves. 
Also Desk High Cabinets, 


IDC, 
29'/2''x24"'x18"" 


LOCKERS Now Available 


12"'x18"'x78"' Single Tier—3 or more 
wide. (Singles and Doubles to or- 
der). Has hat Shelf, 3 Clothes Hooks. 


Combination Storage and 
Wardrobe CABINETS 
Style 3CW, 72''x34''xI8"". Consists of 
Hat Shelf, Coat Compartment with 
Hanger Rod and 3 adjustable Stor- 
age Shelves. Also made in All- 
Storage or Wardrobe Types. 


— S ANDARD _ elie P2 _ 
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government, and education. The Society’s annual meg 
will be held during the conference, according to R. L. P 
ard, Packard Motor Co., general chairman. 

T. O. Armstrong, labor relations director for West, 
house, and Dr. Alexander Ruthven, University of Mi hie 
president, will address general assemblies. 


Government Purchasers Meet 

The second annual conference of the National Ingtjp 
of Governmental Purchasing was held at the Hotel Penng 
vania, New York, September 8th-10th. 

W. Z. Betts, director of the division of purchase and gq, 
tract of North Carolina, was elected president of the } 
stitute, succeeding Albert Playdell, formerly commission 
of purchase for the City of New York. 

Joseph W. Nicholson, city purchasing agent for Milwauke 
Wis., was elected first vice-president; John F. Ward, agg! 
tant county purchasing agent for Cook County, IIL. secm 
vice-president, and Michael M. Donohue, purchasing ager 
for Allegheny County, Pa., treasurer. 

The survey, said to be first comprehensive study ez 
conducted of the buying practices of purchasing agents othe! 
than those connected with the Federal Government or pri 
vate concerns, showed that state and city purchasing agen: 
are spending the taxpayers’ money at the rate of 3 billig 
dollars annually. 

The Institute board of directors has authorized the preg: 
dent to appoint a special committee which will present 
plan for the formation of a foundation designed to condu¢ 
extensive studies and surveys of public purchasing practice: 
and procedures. The committee will have in mind the uli- 
mate development of model forms of practices and prow 
dures and the publication of educational material to be mak 
available to public purchasing agencies and to others ip 
terested. 


Controllers’ Annual Meeting 

The annual meeting of the Controllers Institute of Amer- 
ica, sponsored by the Chicago Control, will be held at th 
Drake Hotel in Chicago October 19th-22nd. 


Bridge Party Scheduled 
The Filing Association of New York will hold: 
bridge party the afternoon of November Ist, in the East 
Ballroom of the Hotel Commodore, New York. The clit 
had discontinued these parties during the war. This is th 
first since then. Proceeds will go to the building fund ¢ 
the New York Infirmary for Women and Children, an in- 
stitution staffed by women doctors and surgeons. 
The association held its first session of the new seasm 
on September 8th in the Hotel New Yorker. Leonard M 
Moreland of Remington Rand spoke on the Soundex Sys 
tem of filing. 


Off to a New Start 
At its first meeting of the season on September 8th, the 
Transcription Supervisors’ Association, installed its new of 
ficers. Caroline Slocum, president of the New York State 
Federation of Business and Professional Women’s Clubs 
Inc., and also a member of T.S.A., installed the officers. 
The new officers are Mae Turbush, president; Anna Rath- 
jen, first vice-president; Carina Meyers, 2nd vice-president, 
Maude Curry, treasurer; Anita Busch, recording secretary, 
and Margaret Haller, corresponding secretary. 
The association now meets at the George Washington 
Hotel, 23rd St. and Lexington Ave., New York. 


Telling Your Company's Story 
The Research Institute of America, Inc., 292 Madison 
Ave., New York, has prepared an interesting booklet, How 
to Tell Your Company’s Story, which it is distributing ® 
Institute members. 
The booklet, prepared by the Institute’s Board of Editos 
headed by Leo M. Cherne and W. J. Casey, outlines methods 
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Autocopy Gelatin 
Rolls, because of an 
exclusive Autocopy 
formula that elimi- 
nates bubbles, dents 
and waves, will con- 
sistently give you 
better copies. 


Scientifically compounded, Autocopy Gelatin 
Rolls insure longest efficient use under varying 
climatic conditions—the Army has used them from 
the Arctic to the Tropics! Amber Fiber or White 
Fiber back. Will fit any duplicator. Rolls are 15 


ft. long. 
Beck Duyplicelr Coys 
yr 4 18 W. 18TH ST 
NEW YORK CITY 


62W SUPERIOR ST. — 
CHICAGO 10, ILLINOIS 


) P&S DRAWING 


$2914 Drawing Set Illustrated —$10.00; Other Sets from $6.00 
to $36.50—The most complete line of separate instruments. 
Everything for the Drafting Dept. and Art Studio. 


122 Page (8!/2 x 11) Illustrated Catalog $1.00 Postpaid, 
which will be credited on first purchase. 


NOBEMA Products (Corporation 


141 GREENE ST., NEW YORK 12, N. Y. 
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LOOK TO DACO — for these 
items—also for Machine Record 
Ledger Cards and forms. 
For over a quarter of a century 
Daco has manufactured a com- 
plete line of filing supplies, 
forms, cards and guides for 
every office and industrial use. 
Competitive in price and quality, 
Daco supplies are regular busi- 
ness builders. 
Write Dept. OM for information 
or quotations. 


\\ Rae a 
DACO CAR 


9 Federal Court 


Boston, Mass. 


is sorry that it could not display its 
many advantages at the Convention. 


Please write for information about us. 
FILO Vertical Desk File 
FILO Desk Drawer Folder Support 
FILO File Folder Support 
(For legal letter or jumbo size filing 
cabinets) 


Manufactured by 


WEBER OFFICE SPECIALTY CO. 


Dept. OME, 1328 W. 6th Street 
Los Angeles 14, California 
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5631 West Madison Street 
CHICAGO 44, ILLINOIS 


for telling the company’s story to employees, stockholdey 
and the public. The methods have been tested by some ¢ 
the largest firms in the country. 


OEA's First Fall Meeting 
The first Office Management handbook to come g 
the press was presented by Dr. Coleman Maze, editor of ty 
book, to David E. Griesemer, Babcock & Wilcox Co., preg. 
dent of the New York Chapter of NOMA, at the association), 
meeting on September 17th. The book, sponsored by NOMA 
and published by Ronald Press, New York, is now available 
The featured speaker of the evening was Frederick ¢ 
Rudge, president of Fred Rudge, Inc., management consi). 
tants, who told his audience that “the free exchange of jp. 
formation is next in importance to food in the world today 
because a country with uninformed citizens can, in winning 
the battle against want, simultaneously forfeit the individug 
freedom of its citizens.” 

Mr. Rudge recently returned from Sweden where he wa 
a delegate to the International -Management Congress. 

“The United States remains virtually the only county 
which permits some degree of personal liberty, and som 
degree of free business enterprise,” he said. 

Designing Forms? 

A valuable aid to those in the office who prepare busi- 
ness forms is “How to Design a Business Form,” published 
by the Hammermill Paper Co., Erie, Pa. 

The booklet discusses the fundamentals of good form de- 
sign, and shows how to check the efficiency and economy of 
any form. The booklet also lists the form sizes that can he 
cut without waste from standard sizes of paper. 

With every copy of this 16-page booklet, the company 
sends a copy of a plastic form layout rule. The rule carries 
inch and pica printer’s scales, besides typewriter pica and 
elite character and line scales. 


A THOUSAND CARDS 
EACH EASILY CHANGED, 
NONE EVER MORE THAN 
A FINGER-LENGTH AWAY. 
CAN'T GET LOST OR OUT 
OF ORDER. 


BOTH SIDES OF THE 
WHEELDEX CARD ARE 
VISIBLE, BOTH SIDES USE- 
FUL WITHOUT REMOVAL. 
SLOT-PUNCHED CARDS 
SLIPPED ON OR OFF AT 
WILL. MAY BE TYPED 
EASILY. 

A CLEVER STABILIZER 
HOLDS WHEELDEX AUTO- 
MATICALLY STEADY FOR 
HAND-FREE READING, 
YET PERMITS FREE SPIN- 


THE 1000 CARD FILE ‘xiXeRtenvons 
OF A THOUSAND USES 


NO BIGGER THAN YOUR PHONE AND JUST AS USEFUL 


c oy imagination limits office, club and home use for Wheeldex 
ub. 
Send for FREE colorful, fully illustrated “Cub Use” 
booklet and sample card. 


_There are over 30 other Wheeldex units, large and small, for 
direct posted or reference records of every type. “WHEELDEX 
THE ORIGINAL” has been enthusiastically used throughout the 

. S. for over 15 years. Send for complete Folder G-62 

The Wheeldex Cub, handsome in red trimmed black plastic with 


bright chromed steel base, is at home in all surroundings. Order 
yours today. Only $17.50, F.O.B. factory. 


WHEELDEX MFG. CO., INC. 


55 OM Park Row New York 7, N. Y. 
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Exclusive with Spencer, this “NO 
SPILL” dispenser is welcomed by 
offices and users everywhere. In 
Y% |b and 1 Ib sizes, it cuts wostt 
it’s convenient, sturdy and easy 1 
use. Looks well on any det 
} Write for complete information 


PENCER RUBBER PRODUCTS COMPAN! 
<Mimyfaritiron of Ruble Bane 


MANCHESTER CONN 
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FURNITURE 


by 
ARD MFG. CO. 


Revolving Pedestal Costumers 
Chrome Wall Coat and Hat Racks 
Chrome Pedestal Costumers 

Spring Seat Wood Chairs 

Spring Seat Wood Chairs with arms 
End Tables for Reception Rooms 
4-leg Chrome Chairs 

S-type Chrome Chairs 


form de- Chrome and Leatherette Arm Chairs 
momy of Cashier Stools 
t can be Table Bases Utility Counters 
Write for free illustrated brochure of Ard office 
company specialties. Send us the name of your dealer. 
@ carries 9 
pica and VINE STREET BOX 422 EVANSVILLE, IND. 


StI eS 


PRECISton 


OFFERS... 


PRECISton 


A complete systems form service for the organization 
of written records. Bonnar-Vawter precision-tailored 
forms are designed for systems using typewriter, tele- 
typewriter, bookkeeping, billing, tabulating machines. 

It's easy to REDUCE re-writing of records with 
Bonnar-Vawter precision-tailored multi-copy business 
forms. They save time and money. 

WRITE FOR FURTHER INFORMATION 


There is a Bonnar-Vawter systems analysis service 
for every business at no cost, no obligation. WRITE 
TODAY. 


BONNAR-VAWTER 


INCORPORATED 
1717 East 30th Street Cleveland 14, Ohio 


Bonnar-Vawter Precision Products: Fanforms — Carbinfold — 
Tabulation—Teletype Continuous and/or cut single Snap-a- 


nversion products, 


SS ae Interleave, and both Fanform and Strip | 


CLAR-0-TYPE CONTAINS 
The Right Combination 


Clarotype is a combination of active ingredients 
that clean your typewriter type instantly, thor- 
oughly, economically. A 50¢ bottle lasts for 
months. No brushing —no spattering — noninflam- 
mable. Expert stenographers prefer Clarotype for 
dean, sharp, impressive looking correspondence. 
ORDER FROM YOUR STATIONER OR TYPEWRITER SUPPLY DEALER 


The Clarotype Company, Inc., 261 TMBroadway, New York 7 


er, 1947 9 October, 1947 


GRIPPIT is accepted and used as the 
standard Non-Inflammable Paper Cement 
by great industrial firms who buy only after 
thorough tests in their own laboratories. 
Non-Wrinkling, Detachable. Excess rubs 
off. Needed on every desk and drawing, 
board. 


\ lets | ae 
gout R 


Companion produets needed in every 
office. ROLTONIC cleans and gently 
naps the rubber platens of all business. 
machines. New gripping surface 
carries file folders, envelopes, etc., 
through, holds them straight. 
TYPTONIC actually flushes away ink, 
eraser dust, office grime from metal 
and rubber type, then disappears 
entirely. 

Both ROLTONIC ond TYPTONIC ore Nun tuflormeabic Nowe 
made to the same high quality as Poisonous, Harmless to 
GRIPPIT. skin and clothing. 


WRITE FOR SAMPLES AND PRICES 


HARRIMAN - WELTS, INC. 
403 RIVER ST.,- HAVERHILL, MASS. 
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I oz CALE 
Adjustable Cantilever Spring 
All-Metal for Long Life 
* For Aome aud Office e 


Weighs to 12 ounces. Colors: Green, Red, Ivory 


LIST s] 50 


PRICE 
ma 


ACCURATE PARTS 
MANUFACTURING CO. 
CLEVELAND 6, OHIO 


WANT-AD OPPORTUNITIES 


Rates are 10c a word. Minimum charge $2.00. Payahh 
in advance. Address replies to all Box Number ads 
OFFICE MANAGEMENT & EQUIPMENT, 260 Fifth Avg 


ee ce 


Employment Service 


SALARIED POSITIONS—$2,500-$25,000. This personal service of 
37 years’ recognized standing negotiates for supervisory, technical ay 
executive positions of caliber indicated. Procedure individualized » 
your requirements. Modest fee protected by refund provision. 
covered and present position protected. Write for details, 
BIXBY, INC., 292 Dun Bidg., Buffalo 2, New York. 


EXCEPTIONAL OPPORTUNITY—Permanent Connection for 
dependable salesman of carbon papers, ribbons, duplicating supplieg 
ete. Openings now available in Indiana, Kentucky, Illinois, Michiggg 
Salary, commission and expenses paid. Write in confidence, stating agg 
Past and present connections. etc. INTERNATIONAL CARBON §¢ 
RIBBON CO., INC., LOGAN. OHIO. 


Identity 
R. ¥. 


SALESMAN—Part time or side line to sell nationally advertised phot 
copying equipment (together with your other lines) to offices, banks, 
and all other industries. Commission only. GENERAL PHOTO PRop 
UCTS CO., €hatham, New Jersey. 


EXECUTIVE SECRETARY would like a job where she will be kept 
busy and interested. Fifteen years’ experience. College education, 
Shorthand dictation very fast. Statistical background. Box ll 
OFFICE MANAGEMENT AND EQUIPMENT, 260 Fifth Ave., New York 


The “Want-Ad Opportunities Columns” 
of OFFICE MANAGEMENT AND 
EQUIPMENT are read by everyone in 
the trade. Advertisements under this 
heading ten cents a word, minimum 
charge, two dollars, payable in advance. 


“ANNOUNCING 4 the Finest 


| ARCO ruseer sanps 


Since Pearl Harbor 


More Stretch — Greater Toughness 
—Longer Life. Use them over and 
over again. All standard sizes — 
A Rubber Band for every appli- 
cation. Special types made to 

fit every need. Available in 
natural and other colors. 


Write for generous sam- 
ples and prices of our 
finest product in 
years, The New 
ARCO Station- 

ery Bands. 


Over 300 
DIFFERENT SIZES 


Visible Record 


Any Record 


Eaey 500 Cards 
Sal ick 
i wenn 8M 
rae io Time Complete 


Use Handifax Cards only. Join together. Fis 
sheets of Cards on edge in correspondence 
folders. Visible Facts Inspire Profitable Act 
Use half-inch Visible Margin for Indexing 
Signaiing—Visible Tabulation of vitel i 
tion. Ten years national use. 500 Cards om 
side Blank, one side Ruled: 6x4 in., $3.45; i 
in., $4.40; 10x4 in., $5.30,. Order now. Send 
money. Satisfaction Guaranteed. 


° Write for Catalog. 


ROSS-GOULD CO. 
311. Teath st (191 LOUIS 
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YOU WANT — 


with MASO’'S 
“BUMPER” BASKET 


For looks, you have a top quality, 
heavy gauge steel basket in your 
choice of walnut. green or greybaked 
enamel finish. Four built-in rubber 
bumpers at the top corners protect 
your furniture from bumps, scratches, 
etc. Reinforced corners, welded con- 
struction: Height, 14%”; top, 11%";. 
bottom, 10”. 


Order From Your Stationer 


me FELDCO Loos Loaf CORP. 


Michieay 1505-11 W. LELAND AVE. CHICAGO 40, ILLINOIS p MASO ST EEL PRODUCTS 
if Dept. M, 500-32 S. Throop St. Chicago 7, Ilt. 
Typewriter Stands, Utility Tables, Desk Trays, Etc. 


FOL D | N G CHA | RS For Mounting aan a Visibility 


Many Styles — Wood or Steel 


Also non-folding chairs, tablet 
armchairs, folding tables. 
PROMPT SHIPMENT 

FROM STOCK nt, 


Specify Requirements 
When Inquiring 


ADIRONDACK an 


be kept 
ducation, 
Box 11 
lew York 


ge 
TRANZPARO Z 


“CLEAR AS GLASS" 


The ideal corners for mounting 
photos, stamps, clippings, etc., in 
albums or wherever desired. Will 


not injure gummed backs of stamps. 
CHAIR (0 Used for years with perfect satisfac- 
. tion. Photos or prints may be re- 
moved at will. Made with black 
Dept. 1 or white background. 
1140 Broadway 
Order from olesaler or write 
New York 1, N. Y. aan So 


Engel Art Corners Mfg. Co. 477.'°,'- Clerk Strest. 


THE MAJESTIC LINE 
SECTIONAL POST 


HEAVY OFFICE CHAIR 


WILL REPLACE ANY 


BINDERS STANDARD CASTER 


SHANK CASTERS 
" STEEL BALL PLATED 
ae em Sa BEARING the caster that is kind 
to floor 
Soninta Ghee ally SOUR , 
aped stee ng. 9g ‘ The: i d nd for 2” 
HARD re is a dema r 
— a RUBBER, Rubber Wheel Chair Casters. 
You can supply the demand 
: SOFT pa oe 
Ml standard stock sizes avail. ST  , 6 with “Pussyfoot” 2" Ball 
able for immediate delivery. with Black Imitation Leath- Bearing Casters. 
Write for prices. er corners. Medium weight SELF- 
binder boards with rounded Le STNG Priced Right 
M A J E Ss T 1 cS pany BEARING Prompt Delivery 


POSTS:—Post secti 
LOOSE LEAF INC. [Resin sten 
19-29 Rockwell Place, B’klyn, N. Y. METAL HINGES. 


The S. Rosen Mfg. Co. 
616 Plant St., Utica 4, N. Y. 


DECEMBER ISSUE 


Closing Date KARDEX—ACME—Y & E—GLOBE 
November 5th WERNICKE—POST INDEX—RAND 
and other visible systems. 


Please prepare your copy now and Addressographs, Multigraphs, Mimeographs, Dictating 
send complete instructions to our machines, Steel Files, Lockers, and Shelving. 


New York office. All completely rebuilt and guaranteed by 


“The House That Confidence Built” 
OFFICE MANAGEMENT & EQUIPMENT Universal Office Equipment Co., Inc. 
260 Fifth Avenue New York 1, N. Y. 


LOUIS 7-9 Waverly Pl., New York 3, N. Y., GRamercy 3-3741 


Available for immediate delivery! 
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IF YOU USE BUSINESS FORMS... 
YOU WILL WELCOME THIS OFFER! 


Whether the forms system you are now using is 
simple or complex, you will want the Autographic 
Register Company's recent publication, PROTECT 
YOUR PROFITS. 


The booklet is free—to every user of business 
forms who is interested in exploring the possibilities 
for effecting savings in their costs. 


Here is the opportunity to see what is being done by 
the systems engineer to protect company profits. 
The use, in all business departments, of expertly-de- 
signed forms—is illustrated in a way that facilitates 
comparison with your own methods. 


There is no obligation to securing your copy of 
PROTECT YOUR PROFITS. Merely use the coupon 


below, indicating your name and firm title. 


Autographic Register Company 
215 Seventh Street 
Hoboken, New Jersey 


Gentlemen: Please send me a copy of your new booklet, PRO- 
TECT YOUR PROFITS. 
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Acco Products, Inc. ........ 43 
Accurate Parts Mfg. Co. ....112 
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... and what do we mean by 
proved accuracy? 

Consider Accounts Receivable post- 
ing as an example. With the Sund- 
strand machine, customers’ statements 


are prepared simultaneously with the 
posting of the ledger. 


And, as each posting is completed, 
printed evidence of accuracy is fur- 


nished automatically by the machine. 


This mechanical proving of the work 
as it progresses eliminates the need 
for time-consuming checking oper- 
ations. Work is speeded up. Books 
are always in balance. You save hours 
. and eliminate overtime work. 


Speed comes naturally with Sundstrand 
machine operation. Notice the key- 
board — only 10 numerical keys — 
grouped under the finger tips of one 
hand! Office clerks develop high 
speed after just a few hours’ practice. 
And, you use your own personnel. 


Underwood Corporation 


Accounting Machines. . 
Carbon Paper . . 


Sales and Service Everywhere 


. Typewriters ... 
. Ribbons and other Supplies 


ONE PARK AVENUE, NEW YORK 16, N. Y. 


Underwood Limited, 135 Victoria St., Toronto 1, Canada 


You'll find that other applications 
Accounts Payable, Payroll, 


Records, and many other accout 
jobs are handled easier, faster, 
more economically with Unde 

Sundstrand Accounting Machine 


= 


There’s a trained Underwood I 
sentative in your community 4% 


ready and able to help you saveil 
and money on accounting probid 
with the versatile and flexible 
strand Accounting Machines «4 
Call him today. 


Adding Machines... 
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